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AGREEMENT BETWEEN 

BELLEVUE SCHOOL DISTRICT NO. 405 

and 

SERVICE EMPLOYEES INTERNATIONAL UNION, LOCAL 925 

ADMINISTRATIVE AND INSTRUCTIONAL SUPPORT PERSONNEL 
 

 
 
THIS AGREEMENT is by and between BELLEVUE SCHOOL DISTRICT NO. 405, (herein- 
after called the “District”) and SERVICE EMPLOYEES INTERNATIONAL UNION, LOCAL 
925, (hereinafter called the “Union”). 
 
 

ARTICLE 1 - UNION RIGHTS 
 
1.1 Recognition 
 
 The District agrees to recognize the Union as the sole collective bargaining agent for all 

administrative and instructional support personnel covered by this agreement with respect 
to wages, hours, working conditions, and adjustment of grievances arising under this 
Agreement. 

 
1.2 Dues Deduction 
 
 Upon receipt of an individual authorization by a bargaining unit employee, the District 

shall deduct from the pay of such employee the amount of dues as certified by the 
bargaining agent to be uniformly required as a condition of membership in the Union, 
and shall transmit the same to the Union each month. 

 
 Such authorization will be continuous from one agreement to the next, except in case of 

termination, resignation, or written notice from the employee canceling authorization. 
 
 Dues deduction authorization by the employee shall be on a form approved by the parties 

to this Agreement. 
 
 SEIU 925 agrees to indemnify and hold harmless from all claims, demands, suits or other 

forms of liability that shall arise against the District for, or on account, of any 
membership dues or COPE deduction made from the pay of a bargaining unit employee. 

 
1.3 Voluntary Deduction for Committee On Political Education (COPE) 
 
 Beginning each contract year, SEIU 925 shall provide a full and complete list of bargaining 

unit employees who are current members of SEIU 925 to the District, and shall provide 
updates, additions, and/or other changes in membership status to the District on at least 
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monthly basis thereafter, or as needed within a bargaining unit. Upon notification of an 
employee’s membership status in SEIU 925 and/or election to participation in the SEIU 925 
political program (COPE), the District shall deduct union dues and COPE contributions as 
identified by SEIU 925. 

 
1.4 Pertinent Data - Notification 
 
 1.4.1 New and Separated Employees 
 
   The District shall notify SEIU 925 and the SEIU 925 chapter president or 

designee of all new hires three (3) business days prior to the new hire’s 
orientation first day of work, or as soon as practical, including name, home 
mailing address, job title, phone number, work email, work location, and hire 
date. 

 
1.4.2  All Employees 

 
   In November, February and May of each school year, the District shall forward to 

the Union an alphabetical roster of all bargaining unit employees including the 
employee’s name, address, date of hire, job classification, work location, rate of 
pay and FTE status, and any substitutes who have worked more than thirty (30) 
days during the current school year.  This information will be transmitted by hard 
copy or electronically.  The District agrees to make available to the Union upon 
written request an employee’s phone number. 

 
1.5 Building Access 
 
 The authorized representatives of the Union shall have access to the District’s premises at 

any reasonable time for the purpose of adjusting grievances, investigating working 
conditions, or ascertaining the provisions of this Agreement are being adhered to; 
provided the representatives notify the supervisor of their presence and that they do not 
interfere with employees in the performance of their duties. 

 
 The Union shall furnish the District with the names of its authorized representatives. 
 
1.6 Bulletin Boards 
 
 The District will make available suitable space in each building for the exclusive use of 

the Union for posting notices of its meetings, elections, recreational and social affairs, 
reports of Union committees, and rulings and policies of the Union. Notices and/or 
announcements shall not contain anything political or reflecting adversely upon the 
District, any of its employees, or any labor organizations among its employees. 

 
1.7 Work Site Representatives 
 

The District agrees that the Union will be permitted to appoint work site representatives 
and Chapter Officers. The duties of the work site representative and the Chapter Officer 
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shall not interfere with the regular work assigned to that individual by the District.  Under 
no circumstances shall there be any interference with the orderly processes of the District 
during working hours. 

 
 Employees acting as Union representatives at meetings called by the District shall be 

released from work duties to attend when such meetings are held during normal working 
hours.  Such meetings and the number of employees to be released from work duties will 
be mutually agreed to by the District and the Union. 

 
 When a work site representative is performing such duties on work time at the request of 

the District, theyshall be treated as if working for the District for pay and benefit accrual 
purposes. 

 
The Union shall furnish the District with the names of the work site representatives and 
Chapter Officers. 

 
SEIU 925 worksite representatives and Chapter Officers covered under the AISP contract 
shall be allowed up to sixty (60) hours per year of release time to assist in processing 
and/or resolving grievances and other issues during regular work hours provided there is 
adequate coverage for required work. 
 
Not more than two (2) staff members represented by SEIU 925 per bargaining unit shall 
be released pursuant to this provision at any given time without the written authorization 
of the District provided to SEIU 925 in advance. 

 
1.8 Union Activity 
 
 The Union agrees that activities related to the internal operation of the Union and 

activities not specifically authorized by the terms of this Agreement shall be performed 
only during the non-duty hours of the employees unless otherwise approved in advance 
by the immediate supervisor.  Examples of such activities include solicitation of 
membership, distribution of literature, preparation for negotiations, preparation of unfair 
labor practice complaints, campaigning for Union office, and preparation of employee 
grievances. 

 
1.9 Negotiations Committee 
 
 A Negotiations Committee may be selected by the Union. 
 

Negotiation sessions will be held at a time mutually agreed to by the District and the 
Union. 

 
 Employees serving on the Negotiations Committee may be released from work duties, 

with pay, if negotiation sessions are held during their normal working hours. 
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1.10 Labor/Management Committee 
 

The parties recognize the importance of timely and open discussions between the District 
and the bargaining unit and its representatives on matters affecting the employer/ 
employee relationship.  This Article establishes a procedure for either party to initiate 
discussions regarding administration of this Agreement and other matters of general 
concern affecting District conditions of employment. 

 
1.10.1 There is hereby established a labor management committee consisting of not more 

than six (6) bargaining unit members/union representation and a like number 
representing the District.  By mutual agreement, the parties may bring in 
additional participants related to specific issues that may be addressed. For the 
duration of the contract, the Union and the District will schedule monthly labor 
management meetings for the school year by September 30th of each year.  The 
Committee shall meet on an as-needed basis as agreed by the parties but not less 
than three times during the school year, if requested by either party for the 
purpose of reviewing the administration of this Agreement and attempting to 
resolve other problems that may arise. Either party will respond to a meeting 
request within one week of the request. The meeting will occur within two weeks 
from the date of the response.  All meetings of the Committee shall start at a time 
mutually agreed upon by the parties with members of the bargaining unit being 
granted time off without loss of pay for all regularly scheduled hours not worked. 
Likewise, the District will not be required to compensate Committee members for 
time spent after their regularly scheduled hours. 
 

1.10.2 A proposed agenda will be prepared by the convening group and distributed 
reasonably in advance of the meeting. The agenda for these Committee meetings 
will be limited to items which are of a group, rather than individual interest or 
concern. The Committee through its representatives shall write down any 
outcomes agreed upon at the meeting. If agreed upon in advance by both the 
Union and the District, either party may have one or more (a small number) of 
observers attend a given Labor Management Committee meeting.  Such observers 
are not to participate or in any way interrupt the proceeding of the Committee. 

 
1.10.3 Where possible, building administrators will consult with district administrators 

prior to making staffing decisions that impact bargaining unit employees and 
staffing assignments.  Said consultation shall include review of resource 
allocations that impact health and safety issues. Labor management meetings shall 
be the venue to address any concerns that may arise regarding these staffing 
decisions.   

 
1.10.4 The disposition of matters covered in Committee meetings will not contradict, add 

to, or otherwise modify the terms and conditions of this Agreement. The 
Committee may make recommendations to the Union and District negotiation 
teams to amend or modify the terms of this Agreement. 
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1.11 No Strike/No Lockout  
 
 During the term of this Agreement, the Union and/or the employees agree not to cause or 

engage in any strike, slowdown, sickout, or other work stoppage. Employees who engage 
in any of the foregoing actions shall be subject to such disciplinary action as may be 
determined by the District.  Also, during the term of this Agreement, there shall be no 
lockout of employees covered by this Agreement by the District. 

 
 It shall not be a violation of this Agreement for an employee, for reasons of personal 

physical safety, to refuse to cross the picket line established by a labor organization 
which holds a labor agreement with the District. 

 
1.12 Mail Services 
 

The Union will have the right to use the District mail services, employee mailboxes and 
the District email system, provided said use does not violate any federal or state statute 
and does not require added costs for the District. 

 
1.13 Distribution of Agreement 
 
 This Agreement in complete form will be reprinted and distributed, or available 

electronically, by the District to all employees in the bargaining unit and to all new hires. 
 
 

ARTICLE 2- MANAGEMENT RIGHTS 
 
The Union recognizes the District’s inherent and traditional right to manage its business as has 
been its practice in the past. 
 
Except to the extent specifically abridged by the express terms of this Agreement, the Union 
recognizes the right of the District to hire, transfer, promote, demote, assign, and retain 
employees and to discipline, suspend, or discharge employees for just cause and to maintain the 
discipline and efficiency of its employees; the right of lay off, or otherwise relieve employees 
from duty because of lack of work for them to do or for other reasons set forth in this 
Agreement; the right to establish, change, and direct the methods and processes of doing work, to 
introduce new and improved work methods or equipment, and to assign work to outside 
contractors; the right to determine the starting and quitting times and the number of hours to be 
worked; and the right to make and amend such reasonable rules and regulations as it may deem 
necessary for the conduct of its business, and to require their observance. 
 
The exercise of the District’s rights stated herein is an exclusive function of management.  
However, the exercise of these rights by the District also includes the responsibility of the 
District to provide an explanation to employees of changes in procedures and causes for 
disciplinary action. 
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ARTICLE 3 - CONDITIONS OF EMPLOYMENT 
 
3.1 Definition of Employees  
 
 Employees:  For the purpose of this Agreement, “Employees” shall mean those 

individuals as described in Section 1.1 who are members of the administrative and 
instructional support personnel bargaining unit. 

 
Full-Time Employees:  Employees who are assigned for minimum of thirty-one (31) 
hours per week up to forty (40) hours per week. 
 
Full-Year Employees:  Employees who are assigned for twelve (12) months per year.  
Generally, there are 259 or more work days in a full year schedule. 
 
Part-Year Employees: Employees who are assigned for fewer than 210 workdays per 
year.  Generally, these employees work less than twelve (12) months. 

 
 Part-Time Employees:  Employees who are assigned for less than thirty-one (31) hours 

per week. 
 
 Temporary Employees:  Persons called to work as needed to cover workload fluctuations, 

emergency situations, or employee absences. Temporary employees may not be hired in 
lieu of or to avoid the hiring of full-time or part-time employees. 

 
 Substitute Employees:  Employees who work on an at-will basis filling in for absences or 

vacancies or provide extra work for the District. 
 
3.2 Union Membership 
 
 SEIU 925 and the District understand that at the heart of our labor management 

relationship is the shared interest in providing the best services to the public. A strong 
and vibrant union provides a true partner in the labor management relationship when 
disagreement becomes necessary. Therefore, it is the expectation of both the SEIU 925 
and the District that the District and all agents and representatives of the District shall 
remain neutral on the issue of union membership and respect all employees’ decision to 
join and maintain membership in their exclusive professional advocacy organization, 
SEIU 925. To that end, all bargaining unit employees shall have the option of joining and 
maintaining membership in the SEIU 925 upon employment with the District in a 
bargaining unit. 

 
 3.2.1 Union Membership Rescission: Union members requesting to rescind 

membership and membership rights in their exclusive professional advocacy organization 
shall make such request in writing to SEIU 925, following the SEIU 925 constitution and 
bylaws, and any and all relevant conditions, policies and procedures. Providing such 
conditions have been met, SEIU 925 shall inform the District of such employee’s non-
member status consistent with the notification section of this Agreement, specifically 
Dues and COPE (Committee On Political Empowerment) Deduction below. 
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 3.2.2 Non-Interference: The District remains committed to its obligations under 

collective bargaining laws, including chapter RCW 41.56. These commitments include 
recognition that it would be an unfair labor practice “to interfere with, restrain, or coerce 
public employees in the exercise of their rights guaranteed by this chapter” or “to control, 
dominate, or interfere with a bargaining representative.”  RCW 41.56.140.  The District 
agrees to reinforce with its administrators and supervisors and other employees the 
importance of these obligations. 

 
 3.2.3 Agency Fee Restoration Contingency: In the event there is a change in law or 

holding by a court of competent jurisdiction that allow for the withholding of dues or an 
equivalent fee as a condition of employment, the SEIU 925 and the District agree to 
restore the union security and dues deduction provisions of the CBA currently in force 
prior to the ratification of this Agreement. 

 
3.3 Probationary Period  
 

A new employee shall be subject to a ninety (90) calendar day probationary period 
commencing with their first (1st ) compensated day of employment. Absences for an 
extended period of time may lead to an extension of the probationary period. A new 
employee who moves to another job title in the District covered by this Agreement before 
completing their original probationary period in the job for which they were originally 
hired shall complete a sixty (60) day probationary period in the job title they moved to or 
the remainder of their original ninety (90) day probationary period, whichever is longer. 

 
Any concerns regarding an employee’s performance will be shared with the employee by 
the supervisor at the time they are identified.  During this period, such employee shall be 
considered on trial subject to termination at any time at the sole discretion of the District.  
Discharge of an employee during this probationary period shall not be subject to the 
grievance procedure.  All other provisions of this Agreement shall be applicable to 
employees on probation. 

 
Any employee represented by SEIU 925 hired to an open position in a different 
bargaining group who does not successfully complete her/his probationary period for 
reasons other than disciplinary termination shall be placed in the recall pool appropriate 
to her/his original bargaining unit and be assigned to a vacancy equal to her/his former 
assignment per the recall language in that collective bargaining agreement. 

 
3.4 Workday/Workweek  
 
 The standard workweek for full-time employees shall be five (5) consecutive days, 

Monday through Friday consisting of eight (8) hours to be completed within an eight and 
one-half (8½) hour period for a total of forty (40) hours.  Part-time employees shall work 
the hours assigned.  Employees required by their supervisors to work more than their 
assigned hours are required to enter such time on their timesheets.  Employees may work 
other schedules with the concurrence of the District.  This provision shall in no way be 
construed to restrict the District’s right to assign overtime. 
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 Employees shall receive an unpaid, duty-free lunch period of at least thirty (30) minutes 

for a workday of more than five hours of scheduled paid work time. 
 

Example A: Lunch  Paid Time Total  
Start Time: 8:00 a.m. 3 hours, 45 minutes 

– before lunch 
 

Break: 9:45 a.m. (15 min.) Paid time  
Lunch 11:45 a.m. Duty Free, unpaid  
Return to Work 12:15 p.m. Paid 2 hours, 45 

minutes – after 
lunch 

 

End Time: 3:00 p.m.   
  Total Shift: 7 hours  
  Paid Time: 6.5 

hours 
 

 
 

Example B: No 
Lunch 

 Paid Time Total  

Start Time: 8:00 a.m.   
Break: 9:45 a.m. (15 min.) Paid time  
End Time: 1:00 p.m. Total Shift: 5 hours  

 
 Employees shall receive a fifteen (15) minute rest period, as part of the regular workday, 

for each four (4) hours of work. 
 
 For paraeducators, a thirty (30) minute meeting shall occur each week for the purpose of 

collaboration with colleagues. 
 
 Travel time between schools shall be considered time worked when an employee’s work 

assignment, as established by the District, requires travel to complete consecutive work 
hours.  An employee who voluntarily seeks two separate assignments shall not receive 
paid travel time. 

 
 The starting and ending times for each employee shall be determined by the employee’s 

supervisor, based on the program and schedule.  If the starting and ending times are to be 
changed, the supervisor will confer with the affected employee(s) prior to 
implementation. 

 
 It is understood by the parties that for purposes of applying the Fair Labor Standards Act 

to employees covered by the FLSA, a work week is a seven (7) consecutive day period 
designated by the employer consisting of twenty-four (24) hours each day. The District’s 
seven-day period begins at 12:00 a.m., Monday, and runs through 11:59 p.m., Sunday. 
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3.5 Paid Time Definitions and Use 
 

A) Overtime 
 

Overtime is defined as all work beyond eight (8) hours per day or forty (40) hours per 
any one work week. 

 
 Overtime will be compensated with pay or compensatory time off at the rate of time and 

one-half (1½) of an employee’s regular hourly rate.  Employees who are authorized and 
work overtime are required to submit such time as required for payroll purposes.  It shall 
be mutually agreed upon between the supervisor and the employee working the overtime 
as to whether the employee shall receive pay or compensatory time off.  If there is no 
agreement, the employee shall receive pay.   

 
 Hours paid for holidays and vacation shall be considered as time worked for the purpose 

of computing overtime. 
 
 There shall be no pyramiding or compounding of overtime pay. 
 

B) Compensatory (Comp) Time 
 
Comp Time is defined as earned time off instead of overtime pay, accrued at the same 
rate as delineated in paragraph A above. The maximum amount of compensatory time 
that an employee may have accumulated as recorded at the Payroll Office at any time is 
forty (40) hours.  On an employee’s last paycheck for the District’s fiscal year 
(September 1 through August 31), the District will pay off the accumulated compensatory 
time of any employee who has not used their accumulated compensatory time that was 
earned prior to that time. 

 
 Compensatory time off shall be taken at a time mutually agreeable to the employee and 

their supervisor. If the workload is such that compensatory time cannot be taken, then it 
shall be given in the form of pay. 

 
C) Flex Time 

 
Flex time is defined as time modification of an employee’s workday involving a change 
in a workday reporting or ending times, or adjusting hours worked one day to be 
completed on another day. All flex time must be done within the same work week and 
can only occur based upon mutual agreement by the employee and supervisor. Flex time 
is not intended to be provided as an alternative to overtime. Flex time, if approved, 
should not result in overtime if an employee flexes a day that goes beyond eight (8) 
hours. Flex time shall not be allowed for blocks of time that exceed two (2) hours. When 
granting flex time, consideration shall be given to the critical duties of the employee, the 
health and safety of students, general supervision requirements and the impact on other 
employees. Flex time is not a substitute for general leave or personal leave.   
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D) Over assigned 
 
Employees who are authorized and work the over assigned hours are required to submit 
such time as required for payroll purposes.   

 
3.6 Higher Job Classification  
 

An employee who is authorized by the supervisor to regularly perform the duties of a 
higher range in the case of an employee’s intermittent medical leave for extraordinary 
circumstances will be paid at the substitute rate over their regular hourly rate for all hours 
worked in such assignment, to commence following the first four days in such an 
assignment retroactive to the first day. 

 
 General School Assistants (GSAs), paraeducators, or other employees who provide 

similar support (preschool), when required by an administrator to perform duties typically 
performed by an employee in a higher-level position, shall be compensated at the 
substitute hourly rate of the higher-level position for which the employee has been 
assigned duties. Said compensation for duties performed above the employees’ typical 
duties shall be paid for all time worked performing the higher duties as required by the 
administrator, as an exception for these positions.  

 
A bargaining unit employee who is authorized by the supervisor to perform the duties of 
a CTSA position will be paid $4.00/hour (four dollars per hour) over their regular hourly 
rate for the hours worked per day in the CTSA position, to increase after thirty (30) days 
of continuous service in the position to $5.00/hour (five dollars per hour) over their 
regular hourly rate for the hours worked per day in the CTSA position.  The increased 
pay rate shall continue until the CTSA employee returns to their job.  

 
3.7 Mileage 
 
 Employees authorized to use their own transportation on District business shall be 

reimbursed at the established IRS rate. 
 
3.8 Special Materials 
 
 The District agrees to provide any special materials that it requires for the employee to 

perform the job function. 
 
3.9 Job Descriptions  
 

The District shall develop a job description for each position within the bargaining unit.   
 
Each job description shall be descriptive of the function, scope and complexity of the job 
and the knowledge, abilities, minimum skills and academic qualifications required for the 
position.  Job descriptions are more general in nature and may not contain a specific list 
of duties related to the employee’s job assignment.  Duties may vary from one job 
assignment to another that are covered by the same job description.   
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Copies of all job descriptions and revisions thereto will be provided to the Union 
annually. 

 
When the District creates a new classification (with the appropriate job description) or 
materially modifies an existing job description, the appropriate salary range placement 
will be determined through the negotiation process or through labor/management. 

 
If the responsibilities or duties of a position materially increase or decrease, the 
supervisor may require that the position be reviewed for possible reclassification as 
delineated in Section 3.9.1.   

 
3.9.1 Reclassification Procedure: 
 
Purpose:  The purpose of this section, 3.9.1, is to establish a process that employees and 
supervisors will follow for the review of a position to determine if a reclassification is 
warranted. 

 
Definitions: 
 
Reclassification – a request for a position to be evaluated and changed from one pay 
range to another.  Most reclassification requests are for a higher pay range, but a 
reclassification in rare instances could be requested to a lower pay range.  
Reclassification is NOT an external review of salaries and duties from other school 
districts. 

 
Job Family – a group of positions that have some similarities in the broad scope of duties 
performed by the position and identified in the AISP pay table. 

 
Job Description – describes the function, scope and complexity of the job and the 
knowledge, abilities, minimum skills and academic qualifications required for the 
position. 

 
Review Committee – a committee comprised of equal numbers of AISP members and 
District appointed representatives for the purpose of reviewing reclassification requests 
and making a recommendation of either granting the request or denying the request. 

 
Ad Hoc Appeal Committee – a committee established on an as needed basis for Step 2 
appeals for the purpose of reviewing a reclassification request appeal and making a 
recommendation of granting the request or denying the request. The committee includes 
Human Resources, AISP appointee, Finance, and another district administrator. 
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Criteria for Reclassification Review: 
A request for reclassification must address the following to be considered by the Review 
Committee. 

  Required 
 Clearly stated reason for the request for reclassification 

o Significant change in duties or responsibilities within the 
last eighteen (18) months 

o Restructuring of the position 
o Organizational changes that impact the position 

 Supporting evidence for the reclassification 
o Documentation of changes in duties or responsibilities 
o Documentation of position restructuring 
o Documentation of organizational changes 

 Current Job Description 
o Refer to new duties or responsibilities not currently in the 

job description 
o Identification of any components in the job description that 

are no longer current or relevant 

Optional 
 Supervisor Input 

o Not required, but supervisor may provide letter of support 
or other information 

o Supervisor may be asked for information from the Review 
Committee 

 
Process for Reclassification Review: 

 
Step 1 
 

a) The employee must submit a request for reclassification to Human Resources with the 
criteria listed above, on the appropriate district form(s).  Reclassification requests will 
only be accepted for review once per year. A request for review of a subgroup of 
employees with the same job description may be submitted. Employees may pre-submit 
paperwork by February 5 for review and input by committee members. All final 
documents for reclassification requests must be received by Human Resources no later 
than March 15 of each year.  If March 15 lands on a non-school day, the requests may be 
submitted by the end of the next business day.  
 

b) Human Resources will review the request for reclassification to ensure that all required 
components are included in the request.  Any request for reclassification packet that is 
incomplete shall not be considered by the committee and will not receive any further 
consideration and will notify the employee as such. 
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c) Between March 15 and April 10 of each year, the Reclassification Committee shall meet 
to review each of the complete requests submitted.  Recommendations shall be shared 
with the employee no later than April 15 of each year. 
 

d) The Reclassification Committee may request additional information from the employee 
or supervisor.  The committee may also meet with the employee should the committee 
determine the need.   
 

e) Should a salary increase be recommended by the review committee and granted, Human 
Resources will set the salary range and may consider more than 1 (one) pay grade 
change. A salary increase would be effective beginning the first day of school of the year 
the reclassification was received or the first day of the assignment change unless costs to 
fund the changes are greater than the allocation, which would result in consultation with 
the Union as identified in 3.9.3. There is no appeal for a request that is granted for an 
additional salary increase upon the salary being set by Human Resources.  
 

f) Should a reclassification be approved, Human Resources will automatically review all 
other positions within the job family that are at the same pay grade or may be impacted 
by the move of the approved position to a different pay grade. 
 

g) Should a request for reclassification be denied, the employee may appeal to Step 2.  Said 
appeal must be received by Human Resources no later than ten (10) business days from 
the date of the notification to the employee of the Committee’s decision.   

3.9.2     Appeal Process 
 
Step 2 

 
Upon receipt of an appeal, Human Resources shall review the appeal through the 
following: 
 
 Establish an ad hoc appeal committee composed of no more than four (4) individuals, 

Human Resources, AISP appointee, Finance, other district administrator who does 
not have direct oversight of the employee or program.   

 
 The Ad Hoc Appeal Committee will review the request for reclassification and any 

additional documentation provided for the Step 2 review within ten (10) business 
days upon receipt of the appeal.   

 
 The Ad Hoc Appeal Committee may request additional information from the 

employee or supervisor.  The committee may also meet with the employee should the 
committee determine the need.   

 
 The Ad Hoc Appeal Committee shall make a recommendation no later May 31. 
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 All decisions at Step 2 are final.  No other levels of appeal exist.   

3.9.3     Funding for Reclassification 
 

The District shall set aside thirty-five thousand dollars ($35,000) for 2024-2025, and fifty 
thousand dollars ($50,000) annually for the remainder of the Agreement in order to fund 
any reclassification requests granted per this process.  Should the cost of reclassification 
be higher than the allocated amount, the District will consult with SEIU 925 to determine 
how to address the difference between the allocated amount and the amount required to 
fully fund all reclassifications for the identified contract year.   

 
3.10 Rehires  
 
 Employees who are rehired shall have the full amount of their longevity reinstated for the 

purposes of vacation accrual, if eligible.  Upon rehire, any PTO leave balance will also be 
reinstated. 

 
3.11 Nondiscrimination 
 
 The District and the Union shall not discriminate against any employee for reason of 

race, age, national origin, color, sex, disability, religion, marital status, sexual orientation 
or Union membership. 

 
Bellevue School District does not discriminate in any programs or activities on the basis 
of sex, race, creed, religion, color, national origin, age, veteran or military status, sexual 
orientation, gender expression or identity, disability, or the use of a trained dog guide or 
service animal and provides equal access to the Boy Scouts of America and other 
designated youth groups. The following employees have been designated to handle 
questions and complaints of alleged discrimination:  
 

 Title IX Coordinator: Jeff Lowell, (425) 456-4010 or lowellj@bsd405.org;  
 

 Section 504/ADA Coordinator: Karen Dejong, (425) 456-4144 or 
dejongk@bsd405.org;  

 
 Civil Rights/Nondiscrimination Compliance Coordinator Nancy Pham, (425) 456-

4248 or phamn@bsd405.org . Mailing address for all three: 12111 NE 1st Street, 
Bellevue, WA 98005.  

 
3.12 Orientation 
 

The District and Union share a mutual interest in support for new employees.  Each new 
employee shall be given an orientation which includes, but is not limited to the following: 

 
 A copy of this Collective Bargaining Agreement and a job description. 
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 Details regarding hours, location of work, school calendar, leaves, and 
job responsibilities. 

 
 Instruction on permits required to hold position and where to obtain 

such permits. 
 

 A full explanation of insurance plans and options. 
 

 A personal introduction to supervisory staff. 
 

 Details regarding required qualification courses and training programs. 
 

The District agrees to inform all new employees covered by this Agreement that Service 
Employees International Union, Local 925, is their exclusive bargaining representative, 
provide Union access and opportunity to speak with employees during orientation, and 
will give them a Union membership packet provided by SEIU, Local 925. 
 
A Union representative or shop steward as designated by the Union shall have up to 30 
minutes (or as agreed to by both the District and Union) to meet on the job and on the 
clock with newly hired employees. Bargaining unit employees designated by the union 
shall be released with pay inclusive of travel time if necessary for meeting with the new 
employees as part of the regularly scheduled orientations. 

 
3.13 Workload and Working Conditions  
 
 3.13.1     Step 1 

 
Workload issues/concerns will first be brought to the employee’s immediate supervisor 
for resolution.  If a resolution is not reached, upon request of the Union a meeting will be 
scheduled involving the affected employee(s), a Union representative and/or shop 
steward, the immediate supervisor or designee, and the next level supervisor.  The 
purpose of this meeting will be to seek clarification and resolution of the alleged 
workload concern.  The supervisor will respond to the Union and the affected 
employee(s) within ten (10) calendar days.  This time limit may be extended by mutual 
agreement of the parties.  Issues not resolved at this level may request a review of 
working conditions (Appendix E).   
 
3.13.2     Step 2 
 
In the event an employee(s) believes the issues have not been resolved as identified in 
Step 1, they may request a review of the issue through the Working Conditions 
Committee.  This committee is an ad hoc committee with no more than four (4) members 
appointed by the Union and no more than four (4) members appointed by the District. 
This committee shall review the issues identified and respond to the employee(s) within 
ten (10) calendar days after receipt of the Request for Working Conditions Review. The 
results of the Committee review shall be reported to the Labor Management Committee 
at its next regularly scheduled meeting. 



 

16 
 

 
 This provision shall not be subject to the Article 13 - Grievance Procedure. 
 
3.14 Assignment Confirmation 
  
 Assignment confirmations will be distributed to employees within five weeks of the start 

of the school year, date of hire, or change of an employee’s assignment. 
 
3.15 Designated Preschool Work Site Closures 

 
Absent some unforeseen situation that would make it impracticable to do so: During the 
week prior to the first day of the new school year in the fall, those centers that house 
summer preschool programs will be closed for two days. The first day is for summer 
preschool employees to clean up and the second day is for employees at all centers to 
prepare for the upcoming year. During the week following the final day of the school 
year, centers that house summer preschool programs will be closed for one day to prepare 
for the summer program.   

 
3.16 Substitutes 
 

3.16.1 The following provisions apply to substitute employees within bargaining unit 
positions employed by the District for more than thirty (30) days of work within any 
twelve (12) month period ending during the current or immediately preceding school year 
and who continue to be available for employment as substitute employees. 
  
Article 1-Union Rights 
Article 2-Management Rights 
Article 3 Conditions of Employment 
               3.1 Definitions of Employees (substitute) 

3.2 Union Membership  
               3.4 Workday  
               3.11 Non-Discrimination  
Article 8-Heathcare- As applicable by law. 
Article 9-Personnel Files 
Article 14-Affirmative Action 

  
3.16.2 Substitute Plans – Requirements of Regular Employees 

 
Regular employees covered under this agreement are expected to have substitute plans to 
cover their absence in case of emergency.  These plans should be available for the 
employee’s supervisor to ensure essential duties can be performed in case of the 
employee’s absence. The District and Union will support training and implementation of 
this provision throughout the duration of this agreement.  Samples of substitute plans and 
forms shall be made available to employees (see Appendix D). Substitute employees are 
not required to develop substitute plans. 
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Up to four (4) hours paid at the employee’s regular rate of pay per school year are 
available for employees for the purpose of developing substitute plans to be allocated one 
(1) hour per each quarter of the academic year.  

 
3.17 Professionalism in the Workplace 
 

The District and the Union agree that all employees should work in an environment that 
fosters mutual respect and professionalism. All employees are responsible for 
contributing to such an environment and are expected to treat others with courtesy and 
respect. Inappropriate workplace behavior by employees, supervisors and/or managers 
will not be tolerated. If any employee feels they have been subjected to harassment, 
intimidation, or bullying of any kind, they are encouraged to immediately identify the 
offensive behavior to the harasser and request that it stop. If the person is uncomfortable 
addressing the matter directly with the harasser or if the person has done so and the 
behavior does not stop, then they should discuss the matter immediately with the 
immediate supervisor or with Human Resources. Any complaint received will be 
promptly investigated, and the District will take prompt corrective action where 
appropriate. Retaliation against employees who make a workplace behavior complaint 
will not be tolerated. 

 
 

ARTICLE 4 - CORRECTIVE ACTION, DISCLIPLINE AND DISCHARGE  
 
4.1  Corrective Action Process 
 

The District shall have the right to discipline or discharge an employee for just cause. The 
issue of just cause shall be resolved in accordance with Article 4 hereinafter provided. 
Whenever the District has reason to correct the actions or behaviors of an employee, the 
correction shall be done in a reasonable manner which, whenever possible, will avoid 
embarrassment of the employee before other employees or the public.  

The District and Union believe in the concept of Corrective Action – actions taken by the 
District to change the behavior of an employee.  Corrective action does not automatically 
result in discipline but rather is focused on changing the behavior of employees to 
improve their conduct. Corrective action may include verbal counsel, letters of direction 
or disciplinary actions, including letters of reprimand, suspension and termination. 

The correction or discharge of an employee by the District shall be administered on the 
basis of just cause. “Just cause” means that definition as contained in Washington state 
and federal law, and includes, the following criteria:  

1. Did the District inform the employee of the disciplinary consequences of rule 
violations, performance deficiencies, or misconduct?  

2. Was the rule reasonably related to the orderly, efficient, and safe operation of the 
District’s business?  

3. Prior to administering discipline, did the District make an effort to discover 
whether the employee did in fact violate or disobey a rule or order of management, 
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or whether the employee failed to meet mutually understood expectations of 
performance?  

4. Was the District’s investigation conducted in a fair and objective manner?  
5. Did the District obtain substantial evidence from the investigation to prove  

that the rule had been violated or that the employee failed to meet mutually-  
understood expectations of performance?  

6. Did the District apply its rules, orders, and penalties in an evenhanded manner, so 
as not to discriminate against any employee?  

7. Was the severity or degree of discipline reasonably related to (1) seriousness of the 
employee’s offense, and (2) the record of the employee’s service with the District?  

Generally, corrective action shall be progressive in nature. If the alleged or perceived 
violation is minor without similar or related history or other additional concerns, the 
employee’s immediate supervisor shall address the matter in an informal advisory 
counsel with the employee. The employee may attend this informal counseling on their 
own or may request that a union representative be present. The supervisor may document 
advisory counseling in the supervisor’s records, but any matter resolved at this level shall 
not be a part of the employee’s personnel file.  

Corrective action shall consist of the following steps.  

1. Informal counseling with employee. The supervisor may document but no written 
corrective action to the employee is required. 

 
2. Letter of Direction – Provides written direction for future conduct. A letter of 

direction is not disciplinary and shall be limited to copies to the supervisor and 
employee.  Letters of direction are not part of the disciplinary record unless there is 
subsequent misconduct that results in disciplinary action. An employee may request 
that a letter of direction be removed from any school/department file after two (2) 
years if there are no other corrections directed to the employee related to the 
identified conduct. Any issue that resulted in verbal counseling shall not be 
considered in a letter of direction after 18 months since the time of the verbal 
counseling.  

 
3. A written reprimand. Such action shall remain in the employee’s official personnel 

file for a period not to exceed three (3) years. At the end of the three (3) year 
period, should no further misconduct related to the reprimand occur, the employee 
may have the reprimand removed from the official personnel file.  

 
4. Suspension. Should behavior related to the infraction reoccur during the two (2) 

year period during which a letter of reprimand is in force, the employee may be 
subject to suspension.  

 
5. Termination. Should behavior related to the infraction reoccur during the two (2) 

year period during which a letter of reprimand and previous suspension have 
occurred, the employee may be subject to termination. 
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Discipline documents involving serious misconduct (suspension or termination) shall not 
be subject to removal from the employee’s personnel file unless the Union and District 
mutually agree and retention of the documents is not required by law. 

In the event of serious misconduct, Progressive Discipline steps may be circumvented. 
Serious misconduct may be subject to suspension or termination if the proven offense 
falls under the category of insubordination, gross misconduct, or flagrant disregard for 
clear and well-publicized District policies, including but not limited to sexual harassment, 
bullying, and/or harassment on the basis of race or other protected categories. The 
District may choose to place the employee on administrative leave with pay or temporary 
reassignment while a complete investigation of the infraction is conducted. The union 
will also be notified when an employee is placed on administrative leave or temporary 
reassignment.  

Any employee being suspended or terminated shall be entitled to a full and complete 
written notification stating the precise reasons for the disciplinary action. Upon request, 
the affected employee will be entitled to a meeting with the appropriate District personnel 
to: (a) present the employee’s side of the story, and (b) ask any clarifying questions to 
determine the reasons for the action taken.  

Upon request, an employee may have a representative of the Union present during any 
meeting that could lead to corrective or disciplinary action.  When a request for such 
representation is made, and a Union representative is not available, any disciplinary 
action will be postponed for a maximum of three (3) workdays, or longer by mutual 
consent, to afford an opportunity for a Union representative to be present. 

 
The off-duty activities of employees shall not be the cause for disciplinary action unless 
said activities are detrimental to the employee’s ability to function in the job. 

 
4.2 Drug-Free Schools, Community and Workplace 
 
 District Board policy #5201 applies to all AISP employees a copy of which is available 

on the District’s website (www.bsd405.org) for reference.  A written copy will be 
provided upon request to Human Resources. 

 
 

ARTICLE 5 - CHANGE OF STATUS 
 
5.1 Seniority  
 
 An employee’s seniority shall be defined as an employee’s continuous length of service 

in the bargaining unit, excluding time served as a temporary employee and except as 
provided below.  Seniority shall begin from the employee’s most recent first (1st) day of 
compensated work within the bargaining unit.  Seniority dates will be adjusted for leaves 
of absence (Article 9.3) and leave without pay (Article 9.7), and for all days when on 
layoff status and if a member of the bargaining unit voluntarily resigns and is 
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subsequently hired into a new position in the bargaining unit within twenty-four (24) 
months of their final pay warrant. 

 
 An employee’s seniority shall be broken so that no prior period of employment shall be 

counted, and their seniority shall cease upon: 
 

 Justifiable discharge; voluntary separation unless rehired into the 
bargaining unit within twelve (12) months of their final pay warrant; 
layoff or leave of absence exceeding twelve (12) months, a medical leave 
of absence exceeding twenty-four months, or failure of an employee to 
return to work upon recall from an indefinite layoff. 

 
 In the event an employee accepts a position with the District outside the bargaining unit, 

bargaining unit seniority established at that time will be restored if the employee returns 
to the bargaining unit within one year or less. 

 
Seniority does not apply to employees retired from the District who are rehired.  
Retire/Rehire employees work on a yearly basis and should not have any expectation about 
continued or re-employment with the District. 

 
5.2 Position Openings 
 
 Notices of position vacancies which occur within the bargaining unit shall be posted on 

the District website. For internal only vacancies, only District employees shall be 
considered. 

 
 All job openings within the bargaining unit shall be advertised for a period of five (5) 

working days before such openings are filled. 
 
 An employee who wishes to apply for a job opening must apply with the Human 

Resources Department in accordance with the job posting. 
 
5.3 Filling Position Openings 
 
 Position openings will be filled by the District based on the ability, qualifications, skills, 

experience, and other relevant factors of the applicant for the position. 
 
 The District and Union believe in providing opportunities for current employees, when 

practical, for career advancement. Employees covered by this agreement shall have 
consideration provided for their application for an open position for which they are 
qualified and available to perform.  

 
 In addition, the District shall consider the requirements and intentions of laws and 

regulations concerning equal employment opportunity and affirmative action programs in 
filling position openings. 
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 If two or more applicants for the position are equal, based on the criteria provided for in 
this Section, then seniority shall prevail.  The District shall be the sole judge of the 
applicants’ ability, qualifications, skills, experience, and other relevant factors, provided 
such judgment is not exercised in an arbitrary and capricious manner. 

 
If the position opening is not filled pursuant to this Section or Section 5.5, such opening 
shall be advertised in accordance with Article 5, Section 5.3.  Any employee may apply 
for any advertised opening, and if selected, will be hired, even if the new position is in a 
higher range or for more hours or days than was the employee’s previous position. 

 
5.4 Trial Period  
 
 An employee who is 1) promoted to a position in a higher job classification or 2) who 

subsequently accepts another job in a different classification covered by this Agreement 
but one which is at the same pay level shall serve a trial period of up to sixty (60) 
workdays.  An employee serving a trial period who is found to be performing 
unsatisfactorily, as documented in the employee’s evaluation in the new position, will be 
afforded an opportunity to return to their former position if it is available, or comparable 
position if one is available.  If a position is not available, the person will be placed in the 
hiring pool as delineated in 6.3 until such time as a position for which they are qualified 
becomes available or until recall rights have been exhausted. Such an unsatisfactory 
evaluation may be appealed by the employee under Section 12.3 of this Agreement. 

 
 

ARTICLE 6 – STAFFING, ASSIGNMENT AND TRANSFER 
 

6.1 Definitions 
 

The following definitions apply for this article and other applicable provisions of the 
collective bargaining agreement: 

 Assignment – the position and work location that is assigned to an employee. Assignment 
details shall include work calendar and hours worked/FTE. 

 Reduction-in-Hours – When an employee has their assignment hours reduced. 
o FTE/Hours Reduction – Scheduled hours are reduced during the workweek 
o Calendar Reduction – Reduction of number of scheduled workdays 

 Surplus – When an employee has their position eliminated at an individual worksite but 
has not been declared as a layoff. 

 Transfer – move from one position to another position that is the same classification, or 
from one work location to another work location in the same position. 

o Involuntary transfer – when an employee is transferred without it being their 
request. 

o Voluntary transfer – when an employee requests a transfer and is transferred. 
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6.2 Staffing Process 
 

Positions covered under this agreement are generally staffed for the contract year unless 
designated as a temporary assignment. The staffing process begins during the spring for 
the following school year/contract year.  

 
6.2.1 Voluntary Transfer Period 
 
Employees may request a voluntary transfer for the following school year by completing 
the electronic transfer form provided by Human Resources. Employees may submit a 
voluntary transfer request beginning April 1 of the contract year, and no later than May 1 
of the contract year. In the event either date falls on a non-workday, the deadline shall be 
the next regular workday. The District will make every effort to match the needs of the 
District with the request of the employee. 
 
6.2.2 Staffing for Schools and Departments, Notification of Employees 
 
Schools and departments shall receive initial staffing allocations and will notify 
employees if: their position is eliminated at the school or work location, or if there is a 
reduction of their assigned work hours. Employees identified for a reduction in hours or 
position elimination will be selected in reverse order of seniority, provided those with 
greater seniority are qualified to perform the remaining work. To be qualified, an 
employee must possess appropriate experience, academic preparation and/or specialized 
training as determined by the District. Employees shall be notified of a reduction of hours 
or position elimination in writing by their supervisor as soon as possible but no later than 
June 15 of each year. Upon notification, employees are eligible to complete a transfer 
request form to be considered for a position opening. 
 
6.2.3 Placement of Employees – General Guidelines 
 
Employees that are surplus from their school or department shall be considered for open 
positions prior to placing employees requesting a voluntary transfer for which they are 
qualified. Employees whose hours have been reduced shall be considered for open 
positions after employees that are surplus are considered for placement. Because the 
staffing process is dynamic, placement of employees requesting voluntary transfer, 
employees that are surplus, and employees whose position has been eliminated may be 
considered simultaneously based upon matching employee preferences and district need 
wherever possible.  
 
6.2.4 Placement of Employees Remaining in School or Department Whose Hours are 

Reduced or Are Surplus 
 
An employee may request to remain in their school or department if their hours are 
reduced but their position is not eliminated. In the event additional hours become 
available, the employee may have hours restored. Restoration of hours is offered by 
seniority. Where practical, an employee may be offered additional hours at another work 



 

23 
 

location should there be work available and an identified need. The employee will have 
restoration of hours rights for a period ending on October 15 of the following year. 
 
An employee may request to remain in their school or department if their position is 
eliminated and they are surplus. They may be considered for a position for which they are 
qualified and are willing to perform. Said position, if at a lower rate of pay, shall be 
offered to the employee without a requirement to do an interview. A position with a 
higher rate of pay will require the employee to apply for the position. If the employee 
accepts a lower paying position, the employee will have restoration of hours rights for a 
period ending October 15 of the following year.  
 
6.2.5 Placement of Employees Leaving School or Department whose Hours Are 

Reduced or Are Surplus 
 
An employee may request a transfer if their hours are reduced but their position is not 
eliminated. Employees shall be considered for open positions as delineated in Section 
6.2.3. In the event an employee is not placed in a position that falls within two (2) hours 
weekly of the total assigned hours of their previous position, the employee will have 
restoration of hours rights for a period ending on October 15 of the following year. 
 
If an employee is surplus, they may be considered for a position for which they are 
qualified and are willing to perform as delineated in Section 6.2.3. A position with a 
higher rate of pay will require the employee to apply for the position and interview. An 
employee may be placed in a lower paying position if no equivalent position is available. 
If the employee accepts a lower paying position, the employee will have restoration of 
hours rights for a period ending October 15 of the following year.  

 
6.3 Hiring Pool 
 

Employees are eligible for the hiring pool if they are not initially placed during the spring 
staffing period. The hiring pool shall utilize information provided by employees who 
have completed their transfer form with Human Resources. At any time outside of the 
voluntary transfer request window have ten (10) calendar days to submit a transfer form 
should they wish to be considered for placement.  

 
 

ARTICLE 7 – REDUCTION IN FORCE AND SEPARATION 
 

7.1 Reduction in Force (Layoff)  
 
 Employees will be selected for layoff in reverse order of seniority, provided those with 

greater seniority are qualified to perform the remaining work.  To be qualified, an 
employee must possess appropriate academic preparation and/or specialized training as 
determined by the District. 

 
 To the extent allowed by law, the order of reduction will be in conformance with and 

may be impacted by the District’s affirmative action policy. 
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 Once the least senior employee at a building or department level has been selected for 

layoff, that employee may displace the least senior employee in the District who is in a 
position for which the senior employee is qualified in another classification in the same 
salary range or a lower salary range. This process shall be implemented in the following 
order: 

  
1) The employee will be placed in a vacancy within the same pay range for which 

they qualify if one exists. 
 

2) The employee will be placed in the least senior position within their current job 
title. For an employee with combined assignments, the assignment with the 
majority of hours per week will be considered the job title for placement 
purposes. If the hours are the same, then the job title in the highest range will be 
considered the job title for placement purposes.  
 

3) The employee will be placed in the least senior position for which they qualify in 
the same pay range. 
 

4) The employee will be placed in the least senior vacancy/position for which they 
qualify in a lower pay range. 

 
An employee who lost a benefits eligible position and refuses an offer of a benefits 
eligible position identified in 1 through 4 above will be processed as a resignation to the 
Board of Directors.  If an employee who was in a non-benefits eligible position refuses 
any offer of a position, benefits eligible or not, identified in 1 through 4 above, they will 
be processed as a resignation to the Board of Directors. 
 
If an employee is placed in a position with fewer hours than their previous assignment, 
then they may request additional hours from their principal or administrator which will be 
assigned in order of seniority, if scheduling and program needs allow. If the 
school/department has no additional hours to assign an employee, the employee may 
request Human Resources to consider them for additional hours in other 
schools/programs. The ability to have hours restored shall be for a period ending on 14 
October of the next year. 

 
If Human Resources offers the employee an assignment that restores their hours, days 
and pay range lost at the time of layoff and the employee refuses the assignment, the 
employee will be removed from the recall pool.  Employees who are laid off may remain 
in the recall pool for up to two (2) years. 

 
 Employees laid off under the provisions of this Section shall be notified in writing by the 

District no less than thirty (30) calendar days prior to the end of the current school year or 
no less than thirty (30) calendar days prior to the date of layoff, whichever occurs first.  
The District shall provide the Union with the names of all such employees as soon as 
possible after such determination has been made. 
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 Prior to laying off employees, the District will meet with the Union to explain the reason 
for the layoff. 

 
7.2 Recall 
 
 The District will fill vacant positions from the recall pool as specified in these 

procedures; provided, however, if there is no qualified person in the recall pool, the 
District may hire a person from outside the pool.  

 
 Positions will be filled from the recall pool as follows:  
 

a. Each individual in the recall pool will be considered for assignment in any of the 
classifications for which they are qualified. 

 
b. The most senior qualified employee for the position opening will be assigned; 

provided a more senior employee in the hiring pool specified in Article 6, Section 6.3, 
is not selected for the position. 

 
c. An employee cannot be assigned to a higher pay range than that which they held at 

time of layoff.  However, such employees may apply for open positions, and if not 
selected, will remain in the recall pool. 

 
d. If an employee who held a full-time position is assigned to a part-time position, they 

shall be afforded the opportunity to remain in the recall pool until such time as they 
are given a full-time assignment or until their recall rights expire. 

 
e. If an employee has a reduction in their assigned days per year, they shall be afforded 

the opportunity to remain in the recall pool until such time as they have the reduced 
assigned days reinstated or until their recall rights expire. 

 
f. If an employee is assigned to a position in a lower salary range than that which they 

held at time of layoff, they shall be afforded the opportunity to remain in the recall 
pool until such time as they are given an assignment in the higher salary range or until 
their recall rights expire. 

 
g. If Human Resources offers an employee an assignment that restores their hours, days 

and pay range lost at the time of layoff and the employee refuses the assignment, the 
employee will be removed from the recall pool. 

 
An employee who lost a benefits eligible position and refuses a placement in a benefits 
eligible position will be processed as a resignation to the Board of Directors.  If an 
employee who was in a non-benefits eligible position refuses a placement in any position, 
benefits eligible or not, they will be processed as a resignation to the Board of Directors. 
 
If an employee is placed in a position with fewer hours than their previous assignment, 
then they may request additional hours from their principal or administrator which will be 
assigned in order of seniority, if scheduling and program needs allow. If the 
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school/department has no additional hours to assign an employee, the employee may 
request Human Resources to consider them for additional hours in other 
schools/programs.  The restoration of hours shall be for the period ending on October 14th 
of the next year. 

 
 Persons in the recall pool shall be responsible for maintaining their current address, e-

mail and telephone numbers with the Human Resources Department.  Employees are 
required to notify the District of their preferred method of contact. 

 
 The District shall notify laid off persons selected for recall by telephone, e-mail or 

U.S.P.S. mail.  The individual will have two (2) workdays from receipt of such 
notification to accept employment in the position.  A person who fails to notify the 
District of intent to accept the position offered within the two (2) workdays above shall 
have no right to placement in the position and shall be processed as a resignation to the 
Board of Directors. In the event that the person selected for recall fails to notify the 
District of intent to accept the position within the two (2) workdays or the person declines 
employment in the position, then the District shall select the person next in order of recall 
and notify them of the selection as set forth herein; provided a more senior employee in 
the hiring pool specified in Article 6, Section 6.3 is not offered the position. 

 
 The District shall notify the Union immediately of each individual selected for recall. 
 
7.3 Voluntary Separation 
 
 Each employee shall give the District at least two (2) weeks’ notice of their intention to 

terminate.  The District will direct its contracted benefits administrator to provide the 
employee with notice of any eligibility for benefits following termination.  Failure of the 
employee to give such notice shall not constitute a breach of contract by the Union. 

 
 If an employee is absent for three (3) consecutive workdays without notifying the District 

as to the reason for their absence, then said employee shall be considered as having 
voluntarily terminated.  An employee may be reinstated without penalty if, in the 
judgment of the Human Resources administrator, there are extenuating circumstances 
which made it impossible to notify the District as to the reason for the absence. 
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ARTICLE 8 - HOLIDAYS AND VACATION 
 

8.1 Holidays  
 
 The following are District recognized holidays. 
 
 September January 
 Labor Day New Year’s Day 
  Day before or after New Year’s Day 
 November Martin Luther King, Jr. Birthday  
 Veteran’s Day  
 Thanksgiving Day February 
 Day following Thanksgiving Presidents’ Day 
 
 December May 
 Christmas Day Memorial Day 
 Day before or after Christmas Day 
  June 
  Juneteenth 
   
  July 
  Independence Day 
  
 

Full-year, full-time employees shall receive holiday pay for the District recognized 
holidays. 

 
Full-year, part-time employees who are assigned for fewer than eight (8) hours per day 
for twelve (12) months per year shall receive holiday pay on a pro rata basis. 
 
Part-year employees with a weekly assignment of thirty (30) hours or more shall be paid 
for all designated holidays which fall within the period of their working assignment on a 
pro rata basis.  

 
 The District shall designate whether the day before or after Christmas Day and New 

Year’s Day shall be the paid holiday. 
 
 Employees who work on a designated holiday shall be paid for the hours worked on such 

holiday at one and one-half (1½) times their regular rate of pay per hour in addition to 
their holiday pay. 

 
 When a holiday falls within an employee’s vacation period, the holiday will not be 

counted as a day of vacation. 
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8.2 Vacation 
 
 Vacation accruals shall apply to all employees assigned 30 or more hours per week.  

Employees must review Section 8.2.1 and Section 8.2.2 to determine if they are eligible 
to schedule vacation during the school year.  
 
Accrued vacation rates shall change on the employee’s anniversary date of employment 
and shall be as follows: 

 
a) The first through the fifth year of continuous employment, fourteen (14) days of paid 

vacation shall be authorized. Vacation shall be earned at the rate of 1.17 days per month 
for each month worked.  

 
b)  After five years (60 months) of continuous employment, seventeen (17) days of paid 

vacation shall be authorized. Vacation shall be earned at the rate of 1.42 days per month 
for each month worked.  

 
c)  After ten years (120 months) of continuous employment, twenty-one (21) days of paid 

vacation shall be authorized. Vacation shall be earned at the rate of 1.75 days per month 
for each month worked.  

 
d) After fifteen years (180 months) of continuous employment, twenty-six (26) days of 

paid vacation shall be authorized. Vacation shall be earned at the rate of 2.17 days per 
month for each month worked.  
 

e) After twenty years (240 months) of continuous employment, twenty-eight (28) days 
of paid vacation shall be authorized.  Vacation shall be earned at the rate of 2.33 days 
per month for each month worked. 

 
 Employees will not earn vacation benefits for any absences for which they were not 

compensated, except as provided for in Article 7, Section 7.7.  Employees will continue 
to earn vacation benefits for any absences for which they were compensated. 

  
8.2.1 Vacation for Full-Year Employees (employees assigned for twelve (12) months 

per year)   
 
Generally, there are 260 days in a full year schedule who are assigned to work 20 
or more hours per week. 

 
 Full-year, part-time employees who are assigned for fewer than eight (8) hours 

per day for twelve (12) months per year shall receive vacation pay on a pro rata 
basis. 

 
Vacation for full-year employees shall be scheduled at a time mutually agreed to 
by the employee and the supervisor within the schedule requirements of the 
department/building. 
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 In the event of the full-year employee’s death, all earned and unused vacation 
days shall be paid to the employee’s beneficiary to the extent of allowed payout. 

 
 A full-year employee may carry forward three hundred fifty-two (352) hours of 

unused vacation as of the 30 September payroll cut-off date.  An employee who is 
separating for the District may cash out up to two hundred forty (240) hours or at 
retirement such lesser amount as will avoid any excess compensation liability to 
the District. 

 
Employees retiring under a plan with the Department of Retirement Systems  
shall have vacation cashed out on a first-in, first-out basis and be limited to two 
hundred forty (240) hours cashed out over two years.  

 
 An employee moving from full-year to a part-year position, or to a position that 

does not qualify for vacation accrual shall be cashed out.   
  
8.2.2  Vacation for part-year employees (assigned for fewer than 259 days per year)  
 

Generally, these employees work less than 12 months per year and are assigned to 
work 30 or more hours per week. 

 
 Part-year, vacation eligible employees will receive vacation accrual on a pro-rata 

basis using the schedule in in 8.2 (a. through d.). This vacation shall be paid as an 
hourly rate as shown on the salary schedules in Appendix B. All previously 
accumulated hours of forty (40) or more, shall be held until separation from the 
District or until the employee changes to a full-year, vacation eligible position, at 
which time the vacation may be taken as stated in Article 8.2.1.  

 
 

ARTICLE 9 – LEAVES OF ABSENCE  

(refer to Appendix F for Matrix of Leave Types) 

9.1  General Leave  

The District and Union share a mutual belief that the person best suited to perform the 
duties of their position is the regular employee.  We value the commitment and 
contributions our employees make on behalf of our students. To that end, regular 
attendance is a critical aspect for employees to be able to perform their duties and support 
the educational mission of the District. 

Employees who are unable to work because of illness, injury, quarantine or emergencies 
are authorized the number of days of general leave accumulated under this section. Full-
time employees accumulate one (1) day of leave for each month of their employment and 
part-time employees shall accumulate such general leave on a pro-rata basis. general 
leave credits shall be cumulative from year to year.  
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For employees new to the District, up to six (6) days of general leave are available for the 
employee on a case-by-case basis as determined by the supervisor and Human Resources. 
In said cases, the District shall notify the Union. Said days may only be used for purposes 
identified in Sections 9.1.1 and 9.1.2. 

The following leaves shall be deducted from your cumulative general leave balance: 
illness, injury, emergency, personal, ceremony and religious leave.  

Employees and/or their beneficiaries shall be compensated annually and upon separation 
or death for unused general leave days as provided by law and in accordance with 
regulations established by the Superintendent of Public Instruction.  

Unused leave credits shall be transferred to or received from other school districts in the 
State of Washington in accordance with state law.  

Leave sharing will be permitted in accordance with State law and District policy.  

Approved Use of General Leave  
 
The use of general leave is in accordance with RCW 49.46.210 and includes the following:  

 
 For the employee’s personal health, including illness, attending to medical 

appointments and medical needs.  

 For the care of a family member for their own general wellness, including illness, 
attending  

 to medical appointments and other medical needs.  

 For the care of an employee’s child if the child’s school or place of care has been 
closed for a health-related reason.  

 For leave that qualifies under the state’s Domestic Violence Leave Act.  

9.1.1     Use of Leave for Illness or Injury  

Illness, injury or disability shall be reported at the beginning of any period of leave to the 
District by the employee or a person acting for them.  

Disabilities caused or contributed to by pregnancy, miscarriage, abortion, childbirth, and 
recovery therefrom are, for all job-related purposes, temporary disabilities.  

In accordance with the Family Care Act, an employee may use leave for illness or injury 
or vacation to care for a child of the employee under the age of eighteen (18) with a 
health condition that requires treatment or supervision; a child eighteen (18) years of age 
or older and incapable of self-care because of a mental or physical disability; or a spouse, 
domestic partner, parent, parent-in-law, or grandparent of the employee who has a serious 
health condition or emergency condition.  
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A licensed health care provider’s certificate of illness or injury may be required for 
approval of leave for illness or injury after three (3) consecutive workdays of 
absence. The supervisor should make a reasonable effort to communicate the concerns to 
the employee(s).  

A written statement may be requested by the District from a licensed health care provider 
which verifies the employee’s ability to return to work.  

Employees absent from work due to illness or injury compensable under the District’s 
self-insured industrial insurance shall be allowed to use their available vacation and/or 
general leave up to the amount of their earned credit consistent with state workers 
compensation provisions. Any overpayments shall be returned by the employee.  

Employees may elect to combine the time loss benefit with their available vacation 
and/or general leave payments in accordance with State law.  

Employees shall be allowed leave with compensation for illness or injury up to the 
amount of their earned credits under the following conditions:  

a)  During an illness or injury which has incapacitated the employee from performing 
their duties.  

b)  During the infectious period following the exposure of an employee to a contagious 
disease during which their attendance on duty would jeopardize the health of fellow 
employees or the public.  

c)  For the purpose of medical, dental, or optical appointments if arranged in advance 
with the immediate supervisor. Non-routine appointments, such as those with a 
medical specialist, do not require the approval of the immediate supervisor. 

9.1.2     Use of Leave for an Emergency  

Emergency leave shall be designated by the District for it to be used.  Should a school or 
District closure be determined, employees who are unable to work may take general leave 
accumulated under this section for the number of days designated eligible by the District.  
This designation of emergency leave does not require any preapproval.  On a case-by-
case basis, non-instructional employees covered under this agreement may work with 
their supervisor for making up a workday instead of having to use the employee’s general 
leave.  

9.1.3    Ceremony Leave  

One day of general leave per year shall be granted under this Section for matters directly 
involving the employee’s family. Such leave shall be granted only for the following 
specified purposes occurring during the workday or requiring workday travel and over 
which the employee has no control:  
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a) Marriages  

b) Graduation ceremonies  

c) Other ceremonies of an exceptional, distinctive nature  

9.1.4     Personal Leave  

9.1.4.1     Preapproval:  

An employee may take up to three (3) days (equal to the number of hours per day 
employed) of general leave as personal leave, provided said employee has at least 
three (3) days of accumulated general leave from which the personal leave shall 
be deducted.  Personal leave may be granted in increments of two (2) hours, with 
an understanding that most personal leave requests of two (2) hours may not 
result in substitute coverage for the absence.  Preapproval shall be required for the 
use of personal leave except as designated in 9.1.4.2. Wherever possible, requests 
for personal leave shall be submitted to the employee’s supervisor no later than 
ten (10) workdays prior to the date of the requested leave. Leave requests entered 
within ten (10) workdays may be approved by the supervisor at their discretion.  

Personal leave is intended to be used to address personal business that can only be 
attended to during normal work hours.  Personal leave is not intended to be used 
to extend a vacation.  

Applications for Personal Leave shall be granted unless the leave is taken at any 
of the following times:  

a) The first five (5) or last five (5) school days of the year.  

b) The day before or after any holiday or non-student day identified on the 
calendar.  

c) When such scheduled leave would result in the absence of both the office 
manager and assistant principal’s secretary at the middle or high school, unless 
approved by the supervisor.  

d) When the number of substitutes requested in any one-day District-wide to 
cover personal leave exceeds fifteen (15) classroom support personnel. If a 
request for personal leave is denied by the District’s automated substitute system, 
an employee may e-mail the Substitute Program Coordinator asking that the leave 
request be reconsidered. More days may be granted if, in the judgment of the 
Substitute Program Coordinator or the department administrator, granting such 
leaves will not affect the District’s ability to cover all other absences.  
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9.1.4.2     Submission After an Absence: 

Personal Leave may also be used in the event an employee has personal 
circumstances that meet the following criteria: 

a) The problem must have been suddenly precipitated; or must be of such a nature 
that preplanning is not possible or that preplanning could not relieve the necessity 
for the employee’s absence.  

b) The problem cannot be one of minor importance or mere convenience but must 
be serious.  

Written application for consideration for personal leave will be submitted on the 
designated form to the Human Resources Department within thirty (30) days of 
the employee’s return from the absence.  

The form will require an explanation of the personal situation causing an 
absence.  

The decision regarding whether the leave will be considered as personal leave will 
be transmitted to the employee within fifteen (15) days of the receipt of the 
request. During the period prior to a decision being made, no deduction from pay 
will occur.  

 9.1.5 Domestic Violence Leave 

Employees may use general leave under the provisions of Article 9.1.1 as delineated in 
RCW 49.76.030. 

9.2  Bereavement Leave  

Bereavement leave is defined as leave for the purpose of mourning the death of a family 
member or others.  Bereavement leave is intended to be applied in a timely manner 
related to the death of the individual.  The District has established a time frame of thirty 
(30) days from the time of death to be considered eligible for bereavement leave. 
Bereavement leave will be granted and paid by the District.  Bereavement leave shall be 
non-cumulative and shall not be deducted from the employee’s accumulated general 
leave.  

It is understood that sometimes a memorial service, funeral or other activity may occur 
later than one month after the death.  In such cases, the District may grant the 
bereavement leave, provided there is sufficient documentation to account for the time of 
the memorial service.  Employees who serve as executors to an estate or have other legal 
considerations may use Personal Leave to take care of affairs of the deceased. 

The District may allow up to five (5) days per event of paid bereavement leave for the 
death of an employee’s family member.  
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The District may allow up to one (1) day per event of paid bereavement leave for the 
death of an employee’s non-family member not to exceed three (3) occurrences per fiscal 
year.  

In situations where serious personal complications occur as a result of bereavement, the 
employee may be granted an extended leave of absence without pay not to exceed ninety 
(90) calendar days upon approval of the Superintendent in accordance with Section 9.3 of 
this Article.  

Generally, bereavement leave requests shall be granted with an understanding that a 
request may not automatically result in five (5) days of leave taken as bereavement. 
Should there be a concern regarding the appropriate use of bereavement leave, Human 
Resources may require specific documentation related to the bereavement request.   

9.3  Leave of Absence  

Upon recommendation of the immediate supervisor and approval of the Superintendent 
or designee, leave of absence may be granted to an employee for such things as: (a) 
family emergency, (b) education, (c) personal business, or (d) medical disability leave.  

The District shall state in writing the terms of the leave of absence.  

Seniority established at the time of departure on an approved leave of absence shall be 
restored when the employee returns to work provided such leave did not exceed twelve 
(12) months.  If an employee does not return from leave after twelve (12) months, the 
employee is considered to have separated from the District. For an employee with a 
verified (d) medical disability leave, seniority shall be maintained up to twenty-four (24) 
months. If an employee on medical disability leave does not return to a position by the 
end of twenty-four (24) months, they shall be considered to have separated from the 
District.   

When an employee returns from leave of absence not exceeding twelve (12) months, with 
the exception of item (d) above, the employee shall be reinstated in a position equivalent 
in duties and wages to that which they had at the time their request for a leave of absence 
was approved, if a vacancy exists. If a vacancy does not exist, the employee will be 
placed on a waiting list subject to recall by seniority for positions for which they are 
qualified.  

An employee who fails to return at the end of their approved leave of absence will be 
considered resigned from the District.  

9.4  Civic Responsibility Leave  

An employee shall be granted a leave for jury duty or subpoena.  

There will be no deduction in the employee’s compensation for jury duty or subpoena, 
provided the employee is not the plaintiff or defendant in an action.  
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9.5  Military Leave  

The District shall pay the employee their regular salary for the purpose of discharging 
military reserve obligations as required by State and/or Federal law.  

An employee who enlists, is inducted, or recalled to active duty, shall be granted a leave 
of absence without pay for the period of their military service and shall be reinstated to 
their former or comparable position, provided application for such position has been 
made to the District within ninety (90) days after the expiration of such military service.  

9.6  Religious Leave  

Employees planning to participate in a religious observance(s) on a scheduled work day 
shall be granted up to three (3) days leave for this purpose.  

The employee shall have the days charged to their allocated general leave.  

An employee desiring to take leave for religious observance must submit written 
notification to their supervisor at least ten (10) days in advance of the leave date(s) 
requested. Supervisors will forward all notifications of such leave to the Human 
Resources Department.  

9.7  Leave Without Pay  

Employees may use Leave Without Pay should no other provisions of general leave in 
Article 9 apply. Requests for leave without pay must follow the following steps to be 
considered for approval: 

a) Application for leave without pay shall be made as far in advance of the requested 
leave as possible through the employee’s principal/supervisor. 

b)  The principal/supervisor will acknowledge receipt of the request and submit to 
the Human Resources Department.  

c) In consultation with the principal/supervisor, the Human Resources Department 
will review the request, including exploring other leave options that may be 
available to the employee.  

d) The granting of leave without pay shall be on a case-by-case basis.  
e) Leave without pay requests for the first five (5) or last five (5) school days of the 

year shall not be granted unless special circumstances or needs of the individual 
as well as the best interests of the educational program will be considered in 
making the determination to grant or deny the application. Such leaves will have 
no effect on seniority or benefit accrual.  

f) The employee shall be notified no later than five (5) business days after receipt by 
Human Resources whether or not the leave without pay request has been 
approved. 
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9.8  Professional Leave  

An employee may be allowed leave with pay to attend classes, conferences, seminars, 
etc., which would enhance the job performance of said employee. Professional leave is 
district paid and is not deducted from the employee’s General Leave. Prior approval must 
be obtained from the employee’s immediate supervisor by completing a Prior Approval 
Forms. 

9.9  Leave for Educational Purposes 
 

When an employee participates in an approved professional development or career 
development activity or program, such as student teaching or practicum experience as 
part of a recognized teacher certification program, and when it is necessary for the 
employee to miss their regularly scheduled workdays to participate in said opportunity, 
an employee may apply for an unpaid leave of absence for the required educational time. 
During this leave, the employee’s district-paid benefits will continue to be available, and 
the employee may return to their regular position upon completion of the educational 
leave. 
  
An employee desiring to take leave under this policy must seek approval of their 
principal or supervisor and Human Resources at least thirty (30) calendar days, or as soon 
as practicable, in advance of the requested leave. If completing student teaching or a 
practicum experience, they must have an approved placement within the Bellevue School 
District. 

9.10  Leave Exceptions 

Unusual or extraordinary circumstances may exist with an individual employee regarding 
leave requests.  In such cases, Human Resources will notify the Union of the situation 
and will make every effort to mitigate the situation with the employee.   

 
 

ARTICLE 10 - HEALTH AND WELFARE  
 

10.1 Insurance Benefits  
  

Employees are eligible for benefits as determined by the School Employees Benefits Board 
(SEBB) and administered by the Health Care Authority (HCA). Employees are eligible for 
SEBB benefits if they are expected to work a minimum of six hundred thirty (630) hours 
during a calendar year.  
 
Employees who are not initially expected to work enough hours to be eligible, but who reach 
the hours threshold during the calendar year, shall become eligible for benefits upon reaching 
the hours threshold, and shall be presumed eligible for the following calendar year. 
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 An employee who has exhausted all illness, injury, or emergency leave benefits and is on 
medical leave of absence shall continue to receive the District health insurance 
contribution until the expiration of their current assignment.  The phrase “current 
assignment” under this paragraph means the twelve-month period between September 1 
through August 31 of the ensuing calendar year, during which the employee would 
otherwise be regularly scheduled to work if they were not on a medical leave without 
pay. 

 
10.2 Retirement  
 
 All employees covered by this Agreement are subject to the rules and regulations of the 

WA State Department of Retirement Systems in accordance with WA State law. 
 
10.3 Industrial Insurance  
 
 The District will provide industrial insurance in accordance with state law. 
 
10.4 Life Insurance and Accidental Death and Dismemberment 
 
 Life insurance and Accidental Death and Dismemberment (AD&D) are provided by 

SEBB and administered through the HCA as described in 8.1 above. SEBB has 
established group term life insurance of thirty-five thousand dollars ($35,000) and Accidental 
Death and Dismemberment at five thousand dollars ($5,000) for each employee.  

 
10.5 Dental/Vision Insurance  
 
 Dental and vision insurance are provided by SEBB and administered through the HCA as 

described in Section 8.1. 
 
10.6 Section 125 
 

Under the auspices of Section 125 of the Internal Revenue Code the District shall provide 
1) a medical premium conversion program which allows an employee to elect to have any 
of their health insurance premium contributions paid before the application of income 
taxes under the Internal Revenue Code; 2) a Health Care Expense Account (HCEA) 
which allows an employee to use pre-tax dollars to pay for expenses not 100% covered or 
ineligible for payment through the group health care plans; and 3) a Dependent Care 
Reimbursement program which allows an employee to use pre-tax dollars to pay for 
allowable dependent care costs. 125 plans are provided by SEBB and administered 
through the HCA as described in Section 8.1. 

 
10.7 VEBA 
 

The District and Administrative and Instructional Support Personnel will vote annually to 
participate in the Voluntary Employee Benefit Account (VEBA) for all employees 
retiring between September 1 and August 31 of each year. 
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10.8 Employee Assistance Program 
 

All employees have initial access to the Employee Assistance Program free of charge through 
the Human Resources Department. 
 

 
ARTICLE 11 - PERSONNEL FILES 

 
11.1 Personnel Files – Contents 
 

An employee’s personnel file shall contain job assignments, transcripts and other 
documents pertaining to education/ certification where appropriate, performance 
evaluations, and such additional communications and records as are related to an 
individual’s employment status with the District. 

 
The employee’s personnel files shall be open to their inspection at reasonable times upon 
request. 

 
Notice will be provided an employee when material is placed in or removed from their 
personnel file.  The employee will be given an opportunity to attach comments to 
materials placed in their file. 

 
Upon written request of an employee, the District shall remove from that employee’s 
personnel file a written reprimand that is three (3) years old or older as long as said 
employee has not been disciplined further since the date of the written reprimand.  In 
accordance with WAC 181-88, no information related to substantiated verbal or physical 
abuse or sexual misconduct may be removed from any employee file. 

 
11.2 Public Records Requests – Notification 
 

Prior to the release of any information regarding union membership pursuant to a public 
record request received by the District the response to which would reasonably result in 
releasing personally identifiable information about an employee or employees, the 
District will notify the Union of the receipt of such request. The District may, if 
appropriate, notify the potentially affected employee(s) via email or certified mail to the 
employee’s last known address maintained in the Human Resources Department in order 
to allow the employee an opportunity to seek court intervention to prevent such release. 
Nothing in this requirement implies or suggests that the District itself has any obligation 
to seek court relief or prevent the release of such information on behalf of any employee. 
The employee or Union will have ten (10) business days to seek court intervention to 
prevent the release of information responsive to the request.   

 
Notice will include: 
• A copy of the request; 
• A general description of the responsive records; 
• The estimated date the District intends to produce the records. 
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  ARTICLE 12 - PERFORMANCE EVALUATION  

  
12.1  Purpose and Procedure   
 

This performance evaluation system is intended to facilitate communication and provide 
constructive feedback between supervisors and employees regarding employee 
performance in the areas of: 
 
a) Recognition of successes 
b) Areas for improvement and/or growth 
c) Targeted professional development 
 
This evaluation system is implemented in a fair, equitable, and positive manner. 
Performance evaluations are not intended to be used for the purpose of corrective action 
or discipline.  
  
Employees should be notified who their primary evaluator is by October 15 th. Employees 
hired after the first day of school should be informed of their evaluator within the first 30 
days of employment, 
 
The employee and supervisor should share a common understanding of the evaluation 
criteria and process.  Supervisors should be familiar with the role, responsibilities, and 
duties of the employee. Supervisors will adequately observe employees performing duties 
to get a full understanding of their performance. 
Employees will receive two (2) written performance evaluations annually, an abbreviated 
mid-year and a year-end. Timelines for each are outlined below. 
 

Timelines: 
  Mid-year Evaluation Due By Year-end Evaluation Due By 
School Year Employee The Friday before Winter 

Break 
May 15th  

Full Year Employee March 15th  August 15th 
 
As part of the probationary status, new employees will receive three (3) evaluations. The 
first on or about forty-five (45) calendar days, the second at the end of the ninety (90) 
calendar day probationary period, and a year-end. Employees hired after January 1 shall 
receive a probationary and a year-end evaluation for a total of two (2) evaluations.   
 
To better meet the stated purpose of performance evaluations, the written evaluation will 
be supported by in-person conferences between the employee and the supervisor. This 
conference may occur online at the employee’s request. Conference topics may include: 
 Highlighting of successes and areas of improvement  
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o If an employee scores below standard in any area, the employee shall be 
provided with specific examples from the employee’s work and suggestions 
for improvement. 

 Employee goal setting and progress reporting may be included as part of the 
conference. Where appropriate, these should be incorporated into the written 
evaluation. 
 

Evaluations will focus on employee performance as outlined by the appropriate rubric. 
Employees in years one (1) and two (2) of employment will be evaluated 
comprehensively on all rubric criteria. Comments should include recognition of 
employee strengths, areas for improvement, recommended strategies or actions, and 
opportunities for professional development where appropriate.  
 

Beginning in the 2025-2026 school year, employees with at least two full years of employment 
who score at standard or above on the year-end evaluation for 2024-2025 will transition to a 
focused evaluation. For the focused evaluation the supervisor and employee identify one (1) of 
the three (3) clusters to focus employee goals, growth, and evaluation for the year. Employees 
will complete two (2) years of focused evaluations before rotating back to a comprehensive 
evaluation for one (1) year. However, should performance concerns arise, a supervisor can return 
the employee to the comprehensive evaluation cycle. This must be done in conjunction with 
Human Resources. The Union will be notified. 

If an employee feels the written evaluation does not accurately reflect their performance 
of duties as reflected in the job description, the employee can follow these steps: 

Discuss with the evaluator the reasons, context etc. Possible outcomes 
include: 

a. Adding more context to the written evaluation or 
b. Deciding to do another evaluation of the employee with updated 

information, observation, etc. 
  
A copy of each written evaluation will be placed in the employee’s personnel file and a 
copy will be provided to the employee. 
 

12.2  Below Standard Performance  
  

If an employee’s performance is deemed to be below standard at any time, the immediate 
supervisor shall meet with the employee to discuss performance concerns and address 
areas of performance where the employee will need to improve. Should there be concerns 
beyond a singular issue, employees on a focused evaluation may be returned to a 
comprehensive evaluation after the supervisor consults with Human Resources. 

  
Following at least one evaluation in a given year, the supervisor may place the employee 
on a formal performance improvement plan. Improvement plans shall be a minimum of 
thirty (30) workdays and a maximum of sixty (60) workdays. The employee shall be 
informed of the plan’s duration, the areas of performance where the employee shall be 
required to improve, the performance expectations to be achieved and, if applicable, any 
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district support to be provided to the employee.  The supervisor shall meet periodically 
with the employee and provide the employee feedback on their performance during any 
performance improvement plan period.  

  
Following the initial notice to the employee of performance concerns and the 
establishment of a performance improvement plan, an employee may not be terminated 
for poor job performance unless the employee has been provided feedback regarding 
continuing performance concerns during the improvement plan.  

  
If the employee does not successfully meet the expectations established in the plan, the 
employee will be subject to having their employment terminated.  Nothing in Article 12 
shall be construed to prevent an employee from being discharged or disciplined for 
misconduct that is unrelated to the satisfactory performance of assigned duties.  

  
12.3  Evaluation Appeal   
  

An employee may appeal an evaluation which has a potentially adverse effect on their 
employment status through the following appeals process:  

  
Step One  

  
Within fourteen (14) calendar days of receipt of an evaluation, the employee either 
directly or with the assistance of the Union, will commit such appeal to writing, sign it, 
and present it to the supervisor.  The written statement should include (1) the nature of 
the appeal, (2) the alleged discrepancies in the evaluation, and (3) the recommended 
corrections to the evaluation.  

  
Within fourteen (14) calendar days after receipt of the written appeal, the supervisor shall 
communicate their written response to the employee.  

  
Step Two  

  
If the employee is not satisfied with the resolution at Step One, they may, within fourteen 
(14) calendar days after receipt of the written response, submit their appeal to the next 
level of supervision.  

  
The administrator shall meet with the employee within fourteen (14) calendar days after 
receipt of the appeal.  A written decision shall be rendered within thirty (30) calendar 
days of such meeting.  Said decision shall be final and binding on the District and the 
employee.  

  
The District and the Union may mutually agree in writing to extend the limits at any one 
of the steps described herein.  
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ARTICLE 13 – COMPENSATION 
 

13.1 Salary Schedule  
 
 All employees covered by this Agreement shall be paid according to their proper 

classification step as set forth in Appendix A or on the Paraprofessional Salary Schedule 
in Appendix B. 

  
  For the 2024 – 2025 contract year, base salary is increased by 6%, plus market 

adjustments for identified positions. In addition, all employees shall receive an additional 
sixty-five (.65) cents per hour related to the required use of technology as a condition of 
employment. For the 2025 – 2026 contract year, base salary shall increase by 2% or the 
inflation adjustment amount provided by the Legislature, whichever is greater. For the   
2026 – 2027 contract year, base salary shall increase by 1.6% or the inflation adjustment 
amount provided by the Legislature, whichever is greater. 

 
 Employees working eight (8) hours per day for two hundred twenty-eight (228) to two 

hundred sixty-one (261) days per year as of August 31, 2021, will continue to receive an 
additional hourly amount of seventy-one (71) cents in recognition of District contribution 
of benefits which are received by part-year employees as negotiated in previous contracts 
prior to the implementation of benefits through SEBB. This hour differential will 
continue until the employee is no longer in a designated position that qualified prior to 
September 1, 2021. Employees hired into a position working eight (8) hours per day for 
two hundred twenty-eight (228) or more days shall not be eligible for this additional 
hourly amount.  

 
Any employee who voluntarily resigns and is subsequently rehired into a new position in 
the bargaining unit within twenty-four (24) months of their final pay warrant shall be 
placed at their former wage step and vacation accrual rate. All unused general leave will 
be restored. 

 
13.2 Increments  
 
Beginning employees through five years of experience within the bargaining unit will be placed 

on Step 1 of the salary schedule.  Employees who have completed five years of 
employment in accordance with Article 5, Section 1, Seniority, by November 1 of a 
school year will advance to Step 2 of the salary schedule.  Employees completing ten 
years of employment in accordance with Article 5, Section 1, Seniority, by November 1 
of a school year will advance to Step 3 of the salary schedule.  Employees completing 
fifteen (15) years of employment in accordance with Article 5, Section 1, Seniority, by 
November 1 of a school year will advance to Step 4 of the salary schedule. 

 
13.3 Pay Warrants  
 
 13.3.1 All employees will have their salary paid in twelve (12) equal warrants except 

when an eligible employee exercises the option described in 13.3.2.  Each 
warrant shall contain one-twelfth (1/12) of the contracted salary. 
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 13.3.2 Those employees assigned in positions of two hundred six (206) or fewer days 

per year may elect to be paid based on eleven (11) equal warrants with the final 
two payments made on the June payroll.  An employee electing this option 
must notify the Payroll Office, in writing, not later than September 15 of each 
school year.  Said employee agrees to a triple deduction on the June warrant for 
any applicable medical benefits in excess of the District contribution. 

 
 13.3.3 Temporary hourly assignments, over assigned or overtime hours will be paid on 

the first pay warrant after the services were provided if the time sheet is 
received by the Payroll Office on or before the payroll cutoff date.  The time 
sheet entry may be date stamped by the Office Manager or other office 
personnel to verify the submission was prior to the cutoff date. 

 
 13.3.4 Electronic payroll warrants shall be available on-line to employees on the last 

working day of each month except: 
 
 13.3.4.1 December warrants shall be issued prior to the end of the calendar year 

(December 31). 
 

13.3.4.2 In no case will the District be required to issue payroll warrants prior 
to the date scheduled for payment of state apportionment. 

 
13.3.4.3 However, in no case shall employees be issued the preceding month’s 

payroll warrant later than the first working day of a month. 
 

13.3.5 Electronic Transfer of Pay Warrants 
 
Within forty-five (45) days after receipt of authorization from an employee, the District 
shall electronically deposit the employee’s monthly pay warrant directly in any bank 
which is capable of receiving electronically transferred payroll deposits through an 
automated clearing house. 

 
13.4 Leads Program Stipend 
 

The District will continue the pilot program for identified lead employees.  For identified 
leads, a two dollar ($2) per hour differential shall be paid for work performed as a lead. 
For the 2024 – 2025 contract year, this number shall be set for approval of nine (9) lead 
positions. Efficacy of the leads and expansion shall be determined through 
Labor/Management. 

 
13.5 Leadership Funds 
 

Each school shall be provided one hundred (100) hours of time for employees covered 
under this agreement to participate in leadership responsibilities at the school site. For 
employees who perform these duties during their regularly scheduled workday, a four (4) 
dollar per hour differential shall be paid for each hour the employee performs leadership 
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duties. For employees who perform these duties as over assigned but less than forty (40) 
hours during a work week, they shall be paid at their regular rate plus the additional 
differential identified in this section. For employees that perform leadership duties in an 
overtime status, pay identified in Article 3.5, using the employee’s base pay plus the 
leadership differential as the base calculation for overtime.  

 
13.6 Mentorship Stipend 
 

Employees serving as mentors shall be eligible for stipend of three-hundred fifty dollars 
($350) for each twelve (12) hour mentoring cycle. In order to receive the stipend, the 
mentoring employee must mentor at least one (1) employee and no more than five (5) 
employees during the mentorship cycle. Employees serving as leads who are assigned as 
mentors receive extra compensation as delineated in 13.4 and do not receive the 
mentorship stipend.  

 
13.7 Referral Bonus 
 

Employees who refer a new employee that is hired within the bargaining unit shall be 
eligible for a one-time referral bonus of five hundred dollars ($500) to be paid out after 
the employee has successfully completed their probationary period per Article 3.3. 

 
13.8 District Cell Phones 
 

The District shall provide cell phones for specific employees based upon the needs of 
their position, up to a maximum of seventy (70) employees in the bargaining unit.  

 
13.9 Shoe/Outdoor Wear 
 

Employees who work four (4) or more hours per day in positions identified as general 
school assistant (GSA), para educator (all levels), or preschool are eligible for an annual 
stipend of one hundred fifty dollars ($150) to be paid on the November pay warrant.  

 
13.10 Bilingual Pay Differential 
 

Employees who engage in identified activities that are in addition to their daily duties 
may be eligible for an hourly pay differential of fifty (.50) cents per hour for utilizing a 
language other than English as a regular part of their required duties. Criteria for approval 
includes frequency of use, level of proficiency, supervisor approval, and approval by 
Human Resources. Bilingual pay differentials shall be submitted for approval by August 
31st of each school year. Pay differentials are for one (1) year only and must be submitted 
for approval each year.  
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ARTICLE 14 - TRAINING AND INSERVICE 
 
14.1 Skill Improvement  
 

The District may offer and require employees to participate in classes, conferences, 
workshops, and courses which are designed to enhance or broaden the employees’ 
knowledge and job capabilities.  If employees are required to participate outside the 
assigned work day, the employee shall be paid the applicable regular or overtime rate of 
pay.  If there are tuition or other charges for the programs, the fees will be borne by the 
District for those specifically requested to participate.  If such training is held outside of 
the District, regular policies and procedures regarding mileage reimbursement or use of 
commercial transportation will apply. 

 
If participation outside the assigned work day would represent a personal hardship to the 
employee, the employee may be excused from participation after they describe the 
hardship in writing and submits it to the District.  However, the employee will make 
every reasonable effort to participate when so requested and will work cooperatively with 
the District to seek other programs or experiences which may fill the identified need.  

 
Employees not specifically requested to attend training classes may do so without pay if 
class size allows. 
 
When an employee is the instructor for activities described in the first paragraph of this 
section, the employee will receive an additional five dollars ($5.00) for each hour worked 
as an instructor, consistent with the Fair Labor Standards Act.  The time worked as an 
instructor must be reported on a timesheet. 
 
Employees who receive prior approval from their supervisors to attend training classes 
held during their regular work assignment will not be required to make up that time. 

 
14.2 Professional Development Days 
 

Employees covered under this agreement and whose work calendar is less than 260 days 
shall be required to attend designated professional development days as delineated in 
each employee’s individual work calendar. Said days shall be part of the employee’s 
work calendar and will be included in the employee’s assignment confirmation provided 
for the ensuing work year.  
 
Professional development days shall be established annually and shall include all 
required training. Said calendars shall also have make-up professional development days 
listed for employees. 

 
14.3 Staff Development Committee  
 
 The District and the Union affirm their commitment to an ongoing training program of 

staff development that will provide opportunities for employees to develop their 
professional skills and abilities.  The goals of the training program will be to 1) improve 
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the quality of support staff for the District, 2) make the most effective and economic use 
of employee and District resources in accomplishing common goals, and 3) enhance 
employees’ career advancement opportunities.  

 
 The District and the Union agree to establish a Staff Development Committee composed 

of four (4) representatives appointed by the District and four (4) representatives 
appointed by the Union to ensure implementation of an ongoing training program for job 
related staff development and training within the financial parameters contained in this 
Agreement. 

 
The Committee is charged with developing the policies and procedures applicable for 
individuals or job-alike groups interested in specific staff development and/or training.  
These policies and procedures developed by the Committee will be distributed to 
bargaining unit members. 

 
14.4 Staff Development Fund 
 

The District will provide forty thousand dollars ($40,000) each year for the duration of 
this contract for staff development and will work with the Staff Development Committee 
identified in Section 14.3 to establish program guidelines for the allocation of these 
funds.  This fund may not be used to provide released time for elementary office manager 
meetings.  Participation in the staff development program will be voluntary.  Unused 
funds shall not be carried forward. An individual may access up to one thousand two 
hundred dollars ($1,200) per contract year.  

 
14.5 Professional Standards Certificate  
 
 Employees are encouraged to develop standards of excellence through continuing 

education.  The Professional Standards Program (PSP), established by the National 
Association of Educational Office Personnel (NAEOP), is recognized by the District as a 
means to achieve various levels of professional standards.   

 
All employees with a regular assignment of twenty (20) hours or more per week who 
achieve certification pursuant to the Professional Standards Program (PSP) will be 
eligible to receive additional stipends for Professional Standards Certificates as stated 
below; provided they have successfully completed the probationary period. 
 
Any employee whose assignment is reduced by the District to fewer than twenty (20) 
hours per week shall continue to receive their PSP stipend(s) under this Section.  The 
stipend will be discontinued if, at any time, the employee refuses an assignment of twenty 
(20) or more hours per week. 

 
An employee who has earned a PSP certificate(s) will receive the highest stipend for 
which s/he qualifies: 
 
 Basic Certificate  $300 per year 
 Associate Professional  $400 per year 
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 Advanced I  $550 per year 
 Advanced II  $700 per year 
 Advanced III  $850 per year 
 Associate’s Degree  $1,000 per year 
 Bachelor’s Degree $1,100 per year 
 Master’s Degree $1,200 per year 

 
Immediately upon receipt by the Human Resources Department of written notification 
that the certificate(s) have been earned, an amount equal to 1/12 of the annual stipend 
earned, as stated above, will be allocated monthly to the employee’s annual assignment.  
Certificates earned after September of any year will be prorated over the remaining pay 
warrants of that year.  Once earned, the employee will continue to receive the stipend 
until s/he retires or resigns.   

 
NAEOP also offers a five (5) year recertification program for all PSP recipients.  To 
qualify for recertification, one must have maintained continuous membership in NAEOP 
and have accrued sixty (60) hours of approved continuing education, such as adult 
education, in-service training, CEUs or formal college classes.  Upon receipt of a written 
notice that an employee has earned PSP recertification, the employee will receive an 
additional recertification stipend of twenty-five ($25) dollars per month for each 
qualifying recertification, up to a maximum seventy-five ($75) per month, in addition to 
the PSP certification stipend for which they have previously qualified.  
 
Bargaining unit members who have earned a PSP certificate(s) and choose not to seek 
recertification will not be eligible for the recertification stipend; however, they will 
continue to receive the stipend for which they have previously qualified. 

  
14.6 Mentoring Program  
 
 14.5.1 The District will provide a mentoring program for new employees.  The 

purpose of this program shall be to assist the new employee in developing and 
enhancing the knowledge and skills necessary for effective performance. All 
new employees shall be provided mentoring support for the first six (6) weeks 
of their employment. This mentoring may be provided by a mentor or lead in 
the employee’s field or position as delineated in Articles 13.4 and 13.6. 

 
 14.5.2 Each new school employee shall be assigned a mentor who agrees to meet with 

the new employee, demonstrate procedures and processes, and guide the new 
employee through the daily operation of a school or work location.   

 
 14.5.3 SEIU 925 and the District shall develop and implement the selection process, 

criteria and logistics for the mentoring program as delineated in a revised 
memoranda of understanding to be developed by the Union and District.  

 
 14.5.4 The parties agree to review the efficacy of the mentoring program in 

Labor/Management with any recommendation for changes or modifications.  
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14.7 Preschool Stipends and Professional Development 
 

14.7.1 Employees previously employed in the Early and Extending Learning 
Programs and who are currently employed in preschool positions are eligible 
for professional development funds as delineated in Article 14.4 and may 
exceed the one thousand two hundred dollar ($1,200) annual limit for any 
college courses related to requirements for an Early Childhood Education State 
Certificate or Short Certificate or equivalent. 

 
14.7.2 Employees who previously earned stipends for the completion of 

qualified/approved courses will receive compensation in the form of an annual 
stipend of one hundred dollars ($100) per college credit.  Employees must be 
employed in an applicable position for a minimum of six (6) months to be 
eligible.  Credits may be submitted up to September 1 of each year for 
consideration.  Annual stipends shall be processed once yearly after September 
1.  Employees will be able to earn credits in each position that are the 
equivalent of the credits for advancement to a position in the next highest pay 
range.  

 
 

ARTICLE 15 - GRIEVANCE PROCEDURE 
 

15.1 Purpose  
 
 The purpose of this procedure is to provide a means for the orderly and expeditious 

adjustment of grievances of employees. 
 
15.2 Definition  
 
 A grievance is a claim by an employee and/or the Union that the express terms of this 

Agreement have been misrepresented or misapplied by the District. 
 
15.3 Procedure  
 

An employee may institute a grievance on their own or may request the assistance of the 
Union.  The proper procedure for pursuing adjudication of alleged grievances is as 
follows: 

 
Informal Step 
 
Prior to filing a grievance at Step 1, the grievant shall first meet with their supervisor to 
try to resolve a potential grievance.  The employee may ask a union representative to be 
present at the meeting. 
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 Step One 
 
 If the grievance cannot be resolved informally, within thirty (30) calendar days of the 

time a grievance arises, the grievant will commit the grievance to writing on a Grievance 
Review Request Form (Appendix C), sign it, and submit it to their immediate supervisor.  
This written grievance shall include:  1) the nature of the grievance; 2) the section(s) that 
allegedly have been misinterpreted or misapplied; and 3) the recommended solution to 
the grievance.  A copy of the Grievance Review Request Form also shall be sent to the 
Assistant Superintendent of Human Resources. 

 
 Within fourteen (14) calendar days after receipt of the written grievance, the appropriate 

administrative supervisor shall communicate their written response to the grievant and 
the Union. 

 
 Step Two 
 
 If the grievant is not satisfied with the resolution at Step One, they may, within fourteen 

(14) calendar days after receipt of the written response from Step One, submit the 
grievance to the Assistant Superintendent of Human Resources.  The Assistant 
Superintendent of Human Resources or their designee shall meet with the grievant in an 
effort to resolve the grievance within fourteen (14) calendar days after receipt of the 
second step. 

 
 Within fourteen (14) calendar days after receipt of the grievance, the Assistant 

Superintendent of Human Resources or their designee shall communicate a written 
response to the grievant and the Union.  At the conclusion of Step Two, either the Union 
or District may request voluntary mediation in an attempt to resolve the grievance.  Both 
parties must agree to mediation.  In the event mediation occurs, the parties agree to 
suspend the timelines for submission to Step Three should there be no settlement at 
mediation.  The parties will select an agreed upon mediator, which may utilize the Public 
Employees Relations Commission or another accepted entity. The parties will evenly 
split the cost of the mediator, if any and bear their own costs and expenses for mediation. 
Should the parties reach an agreed upon mediated settlement, the grievance shall be 
considered resolved.   

 
 Step Three 
 
 If the grievance is not satisfactorily resolved at Step Two, within fourteen (14) calendar 

days after receipt of the written response in Step Two or failure to reach a mediated 
resolution, the Union may submit the grievance to the American Arbitration Association 
for arbitration under their voluntary labor arbitration rules and within the following 
guidelines: 
 

1. The arbitrator shall limit their decision strictly to disputes involving the 
application or interpretation of the express terms of this Agreement.  The 
arbitrator shall have no power to change, alter, detract from, or add to the 
provisions of this Agreement. 
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2. The arbitrator’s decision shall be final and binding on the Union, the employee(s) 

involved, and the District. 
 

3. The fees and expenses of the arbitrator shall be shared equally by the District and 
the Union.  All other expenses shall be borne by the party incurring them, and 
neither party shall be responsible for the expenses of witnesses called by the 
other. 

 
15.4 Time Limits  
 
 The number of days within each step is the maximum, and every effort shall be made to 

expedite the process.  Failure on the part of the District to act within the time limits will 
move the grievance to the next step automatically.  Failure of the grievant or the Union to 
comply with any time limits specified in this procedure shall constitute withdrawal of the 
grievance. 

 
The District and the Union may mutually agree in writing to extend the time limits at any 
one of the steps. 

 
 

ARTICLE 16 - AFFIRMATIVE ACTION 
 
It has been and continues to be the policy of the District to provide equal employment 
opportunity to all applicants and employees without regard to race, color, religion, national 
origin, disability, age, sexual orientation, marital status, or sex.  This policy is intended not only 
to assure compliance with applicable federal and state laws and regulations concerning 
affirmative action and equal employment opportunity, but to actively promote equal employment 
opportunities toward the end of enhancing the educational program of the District. 
 
It is the intent of this policy that efforts be made to identify and eliminate any evidence of 
existing discriminatory practice, and further, that efforts be made to prevent future discrimination 
as stated in Policy 5010 Nondiscrimination and Affirmative Action. 
 
 

ARTICLE 17 - ENTIRE AGREEMENT 
 
The parties acknowledge that during the negotiations resulting in this Agreement, each had the 
unlimited right and opportunity to make demands and proposals to any matter deemed a proper 
subject of collective bargaining.  The results of the exercise of that right are set forth in this 
Agreement.  Therefore, the Union unqualifiedly and specifically waives the right, and agrees that 
the District shall not be obligated to bargain collectively with respect to any subject or matter not 
specifically referred to or covered in this Agreement, even though such subject or matter may not 
have been within the knowledge of the parties at the time of execution hereof.  This Agreement 
constitutes the entire agreement between the parties and concludes collective bargaining for its 
term. 
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ARTICLE 18 - CONDITIONS OF THE AGREEMENT 
 
18.1 Severability 
 
 In the event that any provision of this Agreement shall, at any time, be declared invalid 

by any court of competent jurisdiction or through government regulations or decree, such 
decision shall not invalidate the entire Agreement, it being the express intention of the 
parties hereto that all other provisions not declared invalid shall remain in full force and 
effect. 

 
18.2 Duration 
 

The 2024 – 2027 Agreement shall be in full force and effect from September 1, 2024, 
through August 31, 2027. This beginning effective date applies to all provisions of this 
Agreement except where the express terms of a specific provision of this Agreement 
provide otherwise. 

 
18.3 Modification  
 
 18.3.1 This Agreement may be modified only with the written consent of both parties. 
 

18.3.2 If for reasons related to legislative action or a vote of the people resulting in the 
District being imminently faced with a reduction in available revenue for any 
school year during the term of this Agreement equal to more than three percent 
(3%) of the total revenues available to the District during the current year or the 
year following the current school year, the parties shall enter into negotiations to 
address the crisis.  Said negotiations shall commence within twenty (20) days 
following a written notification from the District to SEIU 925 of the District’s 
intention to enter into said negotiations. Said notification shall include the 
reason(s) for the notification, the projected revenue loss, and those provisions of 
the Agreement the District desires to modify, together with the manner of 
modification proposed.  

 
18.4 No Sub-Contracting  
 
The Union recognizes that contracting out work normally performed by bargaining unit 
employees is a right of the District. 
 
The District and Union share the belief that we can best serve the needs of our students when we 
have highly trained, effective and supportive employees. This belief is strengthened by the 
collaborative relationship between the Union, its members, and the District. Therefore, the 
District and Union agree that for the duration of this contract the District will not engage in any 
consideration of subcontracting for positions covered under this Agreement. 
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The parties hereto have executed this agreement this 17th day of  May 2024. 
 
SIGNATORIES: 
 
FOR BELLEVUE SCHOOL DISTRICT FOR SEIU, LOCAL #925 

(ADMINISTRATIVE AND INSTRUCTIONAL 
SUPPORT PERSONNEL) 

 
          
Jeff Thomas  Maria Arellano-Smith 
 
          
Melissa deVita Michelle King 
 
          
Heather Edlund Jackie Wheeler     
 
          
Michele Miller Torry Gower 
 
          
Cathy Lolley-Leaver   Brenda Mandujano 
 
          
Danelle Edwards Jake TrippBarbra 
Lovern________________________________  
___________________________________         
 Julia Taylor 
 
__________________________________         
 Holly Westerberg 
 
___________________________________         
 Gabby Orellana 
 
         
 Barbra Lovern 
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Pay Range Work Calendar Pay Range
AISP Schedule 260 Days 237 Days 232 Days 227 Days 222 Days 198 Days 197 Days 195 Days 192 Days Para/GSA Schedule
Vacation* Accrual by longevity, paid vacation daysVacation paid hourly Vacation paid hourly Vacation paid hourly Vacation paid hourly Vacation paid hourly Vacation paid hourly Vacation paid hourly Vacation paid hourly Vacation*
Paid Holidays** 13 paid holidays 12 paid holidays 12 paid holidays 12 paid holidays 12 paid holidays 12 paid holidays 12 paid holidays 12 paid holidays 12 paid holidays Paid Holidays**
Workdays Years 1 - 5 = 233 222 Workdays 215 Workdays 210 Workdays 186 Workdays 185 Workdays 183 Workdays 180 Workdays Workdays

Years 5 - 9 = 230

Years 10 - 14 = 226

Years 15 - 19 = 221

Years 20+ = 219

A
Instructional 
Materials/Textbook Assistant GSA 1-A  through 1-D

B GSA - Health

C Accounting Tech Instructional Kits Specialist ^School Secretary Para III Attendance Specialist 3-A through 3-E
Copy Center Specialist ^Secretary/Office Assitant Preschool Assistant Teacher

Instructional Kits Specialist GSA - CTE

Receptionist, ESC
^Senior Secretary, ESC

D Admin Secretary - MLL School Accounting Tech
Testing Support Coordinator - 
Advanced Learning ^Counseling Secretary Para IV Family Services Specialist 4-A through 4-E

Asst. Facility Field Use 
Coordinator ^Senior Secretary Library Specialist

Family Services Specialist ^Assistant Principal Secretary Special Needs Assistant

Department Office Manager Support Coordinator - CTE
Student Services Data 
Coordinator

Support Coordinator - SPED

Support Coordinator - T&L
Support Coordinator - 
Student Placement

E
Support Coordinator II - 
Student Placement Registrar - Middle School Para V (School Behavior Tech) College and Career Advisor 5-A through 5-E
Support Coordinator II - 
Counseling Specialized Para V

Family Engagement Specialist 
- ECAEP

Support Coordinator II - 
Preschool Lead Preschool Teacher

F Registrar - Student Placement Registrar - High School Tech Specialist Graduation Success Coach
Para VI (District Behavior 
Tech) 6-A through 6-E

G High School Office Manager Elementary Office Manager Classified Nurse

Middle School Office Manager
Payroll Specialist

^Position title change to Administrative Assistant
*Vacation is earned only for positions that are 30 hours or more per week
**Paid holidays are included in the total number of calendar days, UNLESS THE POSITION WORKS FEWER THAN 30 HOURS PER WEEK
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Step 1 Step 2 Step 3 Step 4
Pay Range 0-5 years 6-10 years 11-15 years 15+ years

A $24.12 $24.77 $25.42 $26.07
B $26.52 $27.17 $27.82 $28.47
C $28.92 $29.57 $30.22 $30.87
D $31.32 $31.97 $32.62 $33.27
E $33.72 $34.37 $35.02 $35.67
F $36.12 $36.77 $37.42 $38.07
G $38.52 $39.17 $39.82 $40.47

*includes .65 per hour for tech requirements for all employees

Step 1 Step 2 Step 3 Step 4
Pay Range 0-5 years 6-10 years 11-15 years 15+ years 20+ years

A $24.12 $24.77 $25.42 $26.07 $26.07
Vacation Hourly $1.45 $1.83 $2.36 $3.08 $3.34

Total Hourly $25.57 $26.60 $27.78 $29.15 $29.41
B $26.52 $27.17 $27.82 $28.47 $28.47

Vacation Hourly $1.59 $2.01 $2.59 $3.36 $3.64
Total Hourly $28.11 $29.18 $30.41 $31.83 $32.11

C $28.92 $29.57 $30.22 $30.87 $30.87
Vacation Hourly $1.74 $2.19 $2.81 $3.64 $3.95

Total Hourly $30.66 $31.76 $33.03 $34.51 $34.82
D $31.32 $31.97 $32.62 $33.27 $33.27

Vacation Hourly $1.88 $2.37 $3.03 $3.93 $4.26
Total Hourly $33.20 $34.34 $35.65 $37.20 $37.53

E $33.72 $34.37 $35.02 $35.67 $35.67
Vacation Hourly $2.02 $2.54 $3.26 $4.21 $4.57

Total Hourly $35.74 $36.91 $38.28 $39.88 $40.24
F $36.12 $36.77 $37.42 $38.07 $38.07

Vacation Hourly $2.17 $2.72 $3.48 $4.49 $4.87
Total Hourly $38.29 $39.49 $40.90 $42.56 $42.94

G $38.52 $39.17 $39.82 $40.47 $40.47
Vacation Hourly $2.31 $2.90 $3.70 $4.78 $5.18

Total Hourly $40.83 $42.07 $43.52 $45.25 $45.65
*includes .65 per hour for tech requirements for all employees

Vacation hourly pay is only for employees who work 30 or more hours per week

 Part Year Salary Schedule (Fewer than 259 days)*

BELLEVUE SCHOOL DISTRICT #405 ADMINISTRATIVE 
& INSTRUCTIONAL SUPPORT PERSONNEL (SEIU 925)

September 1, 2024 - August 31, 2025
Full Year Salary Schedule (260 days)*

BELLEVUE SCHOOL DISTRICT #405 ADMINISTRATIVE 
& INSTRUCTIONAL SUPPORT PERSONNEL (SEIU 925)

September 1, 2024 - August 31, 2025
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Step 1 Step 2 Step 3 Step 4
Pay Range 0-5 years 6-10 years 11-15 years 15+ years 20+ years

Base 1 - A $24.71 $25.36 $26.01 $26.66 $26.66
Vacation Hourly $1.48 $1.88 $2.42 $3.15 $3.41

Total Hourly $26.19 $27.24 $28.43 $29.81 $30.07
SPED 1 - B $25.26 $25.91 $26.56 $27.21 $27.21

Vacation Hourly $1.52 $1.92 $2.47 $3.21 $3.48
Total Hourly $26.78 $27.83 $29.03 $30.42 $30.69

ELL 1 - C $25.81 $26.46 $27.11 $27.76 $27.76
Vacation Hourly $1.55 $1.96 $2.52 $3.28 $3.55

Total Hourly $27.36 $28.42 $29.63 $31.04 $31.31
Gen Cert  1 - D $26.36 $27.01 $27.66 $28.31 $28.31

Vacation Hourly $1.58 $2.00 $2.57 $3.34 $3.62
Total Hourly $27.94 $29.01 $30.23 $31.65 $31.93

Base 3 - A $28.71 $29.36 $30.01 $30.66 $30.66
Vacation Hourly $1.72 $2.17 $2.79 $3.62 $3.92

Total Hourly $30.43 $31.53 $32.80 $34.28 $34.58
SPED 3 - B $29.26 $29.91 $30.56 $31.21 $31.21

Vacation Hourly $1.76 $2.21 $2.84 $3.68 $3.99
Total Hourly $31.02 $32.12 $33.40 $34.89 $35.20

ELL 3 - C $29.81 $30.46 $31.11 $31.76 $31.76
Vacation Hourly $1.79 $2.25 $2.89 $3.75 $4.07

Total Hourly $31.60 $32.71 $34.00 $35.51 $35.83
Gen Cert 3 - D $30.36 $31.01 $31.66 $32.31 $32.31

Vacation Hourly $1.82 $2.29 $2.94 $3.81 $4.14
Total Hourly $32.18 $33.30 $34.60 $36.12 $36.45

Adv Cert 3 - E $30.91 $31.56 $32.21 $32.86 $32.86
Vacation Hourly $1.85 $2.34 $3.00 $3.88 $4.21

Total Hourly $32.76 $33.90 $35.21 $36.74 $37.07
Base 4 - A $31.11 $31.76 $32.41 $33.06 $33.06

Vacation Hourly $1.87 $2.35 $3.01 $3.90 $4.23
Total Hourly $32.98 $34.11 $35.42 $36.96 $37.29

SPED 4 - B $31.66 $32.31 $32.96 $33.61 $33.61
Vacation Hourly $1.90 $2.39 $3.07 $3.97 $4.30

Total Hourly $33.56 $34.70 $36.03 $37.58 $37.91
ELL 4 - C $32.21 $32.86 $33.51 $34.16 $34.16

Vacation Hourly $1.93 $2.43 $3.12 $4.03 $4.37
Total Hourly $34.14 $35.29 $36.63 $38.19 $38.53

Gen Cert 4 - D $32.76 $33.41 $34.06 $34.71 $34.71
Vacation Hourly $1.97 $2.47 $3.17 $4.10 $4.44

Total Hourly $34.73 $35.88 $37.23 $38.81 $39.15
Adv Cert 4 - E $33.31 $33.96 $34.61 $35.26 $35.26

Vacation Hourly $2.00 $2.51 $3.22 $4.16 $4.51
Total Hourly $35.31 $36.47 $37.83 $39.42 $39.77

BELLEVUE SCHOOL DISTRICT #405 ADMINISTRATIVE 
& INSTRUCTIONAL SUPPORT PERSONNEL (SEIU 925)

September 1, 2024 - August 31, 2025
Part Year Para Salary Schedule (Less than  259 days)*
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Base 5 - A $33.51 $34.16 $34.81 $35.46 $35.46
Vacation Hourly $2.01 $2.53 $3.24 $4.18 $4.54

Total Hourly $35.52 $36.69 $38.05 $39.64 $40.00
SPED 5 - B $34.06 $34.71 $35.36 $36.01 $36.01

Vacation Hourly $2.04 $2.57 $3.29 $4.25 $4.61
Total Hourly $36.10 $37.28 $38.65 $40.26 $40.62

ELL 5 - C $34.61 $35.26 $35.91 $36.56 $36.56
Vacation Hourly $2.08 $2.61 $3.34 $4.31 $4.68

Total Hourly $36.69 $37.87 $39.25 $40.87 $41.24
Gen Cert 5 - D $35.16 $35.81 $36.46 $37.11 $37.11

Vacation Hourly $2.11 $2.65 $3.39 $4.38 $4.75
Total Hourly $37.27 $38.46 $39.85 $41.49 $41.86

Adv Cert 5 - E $35.71 $36.36 $37.01 $37.66 $37.66
Vacation Hourly $2.14 $2.69 $3.44 $4.44 $4.82

Total Hourly $37.85 $39.05 $40.45 $42.10 $42.48
Base 6 - A $35.91 $36.56 $37.21 $37.86 $37.86

Vacation Hourly $2.15 $2.71 $3.46 $4.47 $4.85
Total Hourly $38.06 $39.27 $40.67 $42.33 $42.71

SPED 6 - B $36.46 $37.11 $37.76 $38.41 $38.41
Vacation Hourly $2.19 $2.75 $3.51 $4.53 $4.92

Total Hourly $38.65 $39.86 $41.27 $42.94 $43.33
ELL 6 - C $37.01 $37.66 $38.31 $38.96 $38.96

Vacation Hourly $2.22 $2.79 $3.56 $4.60 $4.99
Total Hourly $39.23 $40.45 $41.87 $43.56 $43.95

Gen Cert 6 - D $37.56 $38.21 $38.86 $39.51 $39.51
Vacation Hourly $2.25 $2.83 $3.61 $4.66 $5.06

Total Hourly $39.81 $41.04 $42.47 $44.17 $44.57
Adv Cert 6 - E $38.11 $38.76 $39.41 $40.06 $40.06

Vacation Hourly $2.29 $2.87 $3.67 $4.73 $5.13
Total Hourly $40.40 $41.63 $43.08 $44.79 $45.19

*includes .65 per hour for tech requirements for all employees

Vacation hourly pay is only for employees who work 30 or more hours per week
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GRIEVANCE FORM 

 
Employee’s Name:            
(If group grievance, description of class of employees impacted, names may be included on separate document) 
 
Phone/ Home or Cell   Work Phone      
 
Work Location     Shift Hrs.    
  
Job Title     Date of Hire    Rate of Pay     
 
Immediate Supervisor’s Name   Worksite Leader’s Name    
 
Date of Grievance    Date of Incident(s)        
 
 
When was this issue discussed with the supervisor?         
 
 
Statement of Grievance (be specific; use back of form or separate sheet of paper, if necessary)  
 
              
 
              
 
              
 
              
 
Remedy of Grievance  
              
 
              
 
              
 
Section(s) of Contract Violated (including but not limited to)  
              
 
              
 
              
Employee’s Signature                                                                      Date Submitted 

Please give completed grievance form to your supervisor with a copy to your worksite leader or steward. 
Service Employees International Union, Local 925 

                                                    1914 N. 34th Street, Seattle, WA, 98103. Phone 206.322.3010 Fax 206.632.7219     
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AISP SUBSTITUTE PLAN TEMPLATE 
 
Substitute plans should be uploaded in the SmartFindExpress for substitute access for positions 
using SmartFindExpress to report absences.  For other positions, plans should be submitted to the 
employee’s supervisor. 
 
Employee name  
Work location(s) in the building 
Phone number  
 
Key Responsibilities and Description of Duties for the Day: 
 
Other expectations: 
 
Daily schedule & transition times 

 Lunch  
 Break time(s) 
 Any changes in the daily schedule? (assembly, drill, etc.) 
 Expectations for tutorial, before/after the school day (if applicable) 

Who to call for information:  

 In case of emergency:  
 Phone numbers for a ‘live’ person  

o Office Manager 
o Administrator/Supervisor 
o Attendance 

 
 Technology Specialist:  

o Name 
o Contact information 

 

Teacher or content support (if applicable):  

o Name 
o Contact information 

 
Student information pertaining to safety (if applicable):  

 Health concerns 
o Life-threatening information 

 Pertinent IEP information 
 Behavior 

o Triggers 
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o BIPs, etc. 
o Who to contact for help 

 
Classroom Management (if applicable) 

 Attention-getting signal(s): 
 Rewards/Incentives: 
 Transitions: 
 Emergency instructions/directions  
 Other: 

 
How do you want the substitute to communicate follow up with you? 
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AISP/SEIU: REQUEST FOR WORKING CONDITIONS COMMITTEE 
 
Purpose statement: The following option is provided for groups to engage in problem solving 
around issues and concerns that pertain to working conditions. Note: This is not a process for a 
request for re-classification. 
Name of group requesting meeting         Date of request   
Requestor name       
 
Who should be included in problem-solving?        
             
             
             
           ____________ 
 
List or describe interests pertaining to working conditions:      
             
             
             
              
 
Describe prior efforts to resolve the interests and concerns (ex. Meet with supervisor, 
informal process toward resolution):         
             
             
             
 ________________________________________________________________________ 
 
Suggested solutions:            
             
              
 
Preferred dates and times to meet:          
             
   
Post-Meeting Follow-up:  
Date:      
Notes: 
 
 
 
 
Routing:  

1) Human Resources 
2) AISP/SEIU 
3) Supervisor(s) 
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